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BUSINESS EDUCATION INDEX 
1959 


Author and Subject Entries 


A 


ABEL, Rosalyn Shostak 
Helping the slower shorthand students. Bus 
Tchr 36: 25 Ap 
Leadership development in business educa- 
tion. J Bus Ed 35: 146 D 
Office practice—frosting the cake. Bal Sheet 


40: 342, 352 Ap 
ABERLE, John W., Theodore J. Sielaff, and Forrest 
L. Mayer 


General business for today and tomorrow. 

Prentice-Hall. 467 p $3.60 
ACCOUNTING 

Accounting and auditing problems. Carman 
G. Blough. See issues J Accy 

An analysis of cafeteria accounting systems 
used in thirty-five third-class school dis- 
tricts in Pennsylvania with recommenda- 
tions for a simplified uniform accounting 
system. Albert A. Zanzuccki. Pennsylvania 
State University, Ed.D. thesis *58 

C.P.A. requirements—veariations among the 
states. Wilton T. Anderson. Coll N & V 
13: 11-13 D 

CPS quickie quiz—accounting. Sec 19: 26 
Mr; 11 My; 8 Ag; 18 D 

Collegiate education in accounting. Robert 
H. Van Voorhis. Coll N & V 13: 15-22 D 

Creative analysis and reflective thinking in 
accounting. Norman Stanton. Bal Sheet 
40: 351-52 Ap 

The effect of automation on accounting 
jobs. M. Lloyd Edwards. J Bus Ed 35: 91 
N 


The effect of high school bookkeeping on 
achievement in elementary college ac- 
counting. Tora M. Larsen. Bal Sheet 40: 
252-54 F 

Electronics and education in accountancy. 
ee M. Jones. Delta Pi Epsilon J 2: 

-7 Je 

Elementary accounting for the non-account- 
ing college student majoring in business. 
William Markell. Columbia  Univer- 
sity, Ed.D. thesis "58; N Bus Ed Q 28: 48 
0 


Fundamental accounting principles, rev. ed. 
William W. Pyle and John A. White. Irwin. 
770 p $7 

Fundamentals of accounting, 4th ed. Perry 
Mason and others. Holt. 910 p $7.50 

Graduate accounting education from 1926- 
1955. Arnold Kaufman. New York Uni- 
versity, Ph.D. thesis ’58 

How to improve the lecturing technique in 
teaching accounting. James R. Parks. Bal 
Sheet 41: 8-9S 

How to solve introductory accounting prob- 
lems. W. Rogers Hammond. Prentice-Hall. 
272 p $2.95 

Motivating accounting students. Archie D. 
Waring. Amer Bus Ed 15: 187 Mr 


ACCOUNTING (continued) 

Preparation for the CPA _ examination 
Thomas W. Leland. J Accy 107: 59-63 Je 

Principles of accounting. Committee on ac- 
counting. Pitman. 596 p $6.50 

Recent developments in accounting. Rae D. 
Anderson. Amer Bus Ed 15: 198-202, 228 
M 


y 
Recruitment and training of accounting in the 
. S. general accounting office. Robert 
Briggs. Coll N & V 12: 5-9 Mr 

The relationship of college preparation and 
college grades to success on the CPA ex- 
amination. Robert Bruce Prouty. Virginia 
Polytechnic Institute, M.S. thesis °58; N 
Bus Ed Q 28: 590 

Responsibilities of the elementary accounting 
teacher. Sherwin O. Williams. Amer Bus 
Ed 16: 126-28 D 

A study of accounting education in senior 
colleges and universities of the Southern 
association of colleges and secondary 
schools. H. Earle Reese. George Peabody 
College for Teachers, Ed.D. thesis; J Bus 
Ed 35: 360 " 

A study of contemporary internal audit 
reports of a representative number of 
corporations operating in San Francisco, 
California. Myron Alvord. San Francisco 
State College, M.A. thesis ’58 

A study of student personnel records at East 
Carolina college as related to prediction in 
elementary accounting. Tora M. Larsen. 
J Bus Ed 34: 264 Mr 

Teaching understanding in basic accounting. 
a S. Stevens. Bus Ed Forum 14: 14-15 


Uniform CPA examination—May 1959. J 
Accy 108: 58-68 Jl; 61-75 Ag; 62-71 S; 
63-68 O; 65-69 N 

Uniform CPA examination—November 1958. 
J Accy 107: 68-79 Ja; 63-70 Mr; 68-74 Ap; 
63-68 My 

ADAMS, Henry L. 

The comparative effectiveness of electrical 
and manual typewriters in the acquisition 
of typing skill in a Navy radioman school. 
— of Applied Psychology 41: 227- 

ADAMS, Loyce 

A study of sales-training programs in eighty- 

eight firms. J Bus Ed 35: 91 N 
ADAMS, Wilma Jean and Bernadine Meyer 

What does the scientist think of basic busi- 

ness? Bus Ed Forum 14: 28-29 O 
ADDISON, Robert T. 

Co-operative office education for the average 

student? Ohio Bus Tchr 19: 23-25 Ap 
ADMINISTRATION and supervision 

Administering business education at the grad- 
uate level—curricular problems. M. Her- 
bert Freeman. N Bus Ed Q 27: 32-35, 39 
My 
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ADMINISTRATION and supervision (continued) 

Administering business education at the grad- 
uate level—noncurricular problems. Peter 
L. Agnew. N Bus Ed Q 27: 36-39 My 

Administering business education in colleges 
for teacher education—curricular prob- 
lems. E. C. McGill. N Bus Ed Q 27: 5-8 
My 

Administering business education in colleges 
for teacher education—noncurricular prob- 
lems. Theodore Woodward. N Bus Ed Q 
27: 9-12, 16 My 

Administering business education in liberal 
arts colleges—curricular problems. Fred S. 
Cook. N Bus Ed Q 27: 25-27, 39 My 

Administering business education in liberal 
arts colleges—noncurricular problems. 
Estelle L. Popham. N Bus Ed Q 27: 28-31 
M 


Administering business education in univer- 
sity schools or colleges of business ad- 
ministration—curricular problems. F. Ken- 
drick Bangs. N Bus Ed Q 27: 13-16 My 

Administering business education in univer- 
sity schools or colleges of business admin- 
istration—noncurricular problems. Mearl 
R. Guthrie. N Bus Ed Q 27: 17-20, 24 My 

Administering business education in univer- 
sity schools or colleges of education—cur- 
ricular problems. John H. Moorman. N 
Bus Ed Q 27: 21-24 My 

Administering business education on the col- 
lege and university level. Vernon V. Payne. 
N Bus Ed Q 27: 3 My 

Administering the high school clerical pro- 
gram. R. D. Balthaser. N Bus Ed Q 28: 
38-44 D 

Business education: an administration study. 
A. H. Rice. Nations Sch 64: 63-65 S 

Democracy in the supervision of a high 
school department. I. David Satlow. J Ed 
Soc 32: 222-25 Ja 

Directory of state supervisors of business ed- 
ucation, 1958-59. N Bus Ed Q 27: 50-54 
My 

Directory of supervisors and administrators 
of business education programs in cities of 
more than 50,000 population for the school 
year, 1958-59. N Bus Ed Q 27: 55-62 My 

It’s spring clean-up time. VBE Bul 13:1, 5 
My 

Meeting departmental problems—orienting 
the beginning teacher. I. David Satlow. 
Bus Ed World 40: 7-10, 31 D 

Plan your business-machines room logically. 
Harry W. Baggett, Jr. Bus Ed World 39: 
24, 41 Ap 

Principles for administering the clerical pro- 
gram. Arthur L. Walker. Amer Bus Ed Y 
16: 391-402 

ADULT education 

Adult-business education in the public school 
curriculum. Robert Finch. Bus Educ 1: 24- 
25 Winter 

Adult distributive education sets the pace for 
high school de students. Vernon R. Maack. 
H Sch J 42: 215-17 Mr 

Adults need office practice, 
Archer. Bus Tchr 36: 15 Mr 

Distributive adult education offerings in 


too! 


Fred C.: 
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ADULT education (continued) 
cities of 200,000 and over. William Becker. 
University of Minnesota, M.A. thesis °58 

The establishment of an in-service adult edu- 
cation training center in Richmond, Vir- 
ginia. Jackie G. Williams. Richmond 
Professional Institute, M.S. thesis °58; N 
Bus Ed Q 28: 720 

A handbook for adult in-service business edu- 
cation. Russell A. Johnston. Richmond 
Professional Institute, °57 

“How do you teach adults?” Harlene Stein- 
berg. Bus Ed World 39: 31-40 My 

The problem of heterogeneity in the adult 
shorthand class. Elwood D. Castles. Bus 
Tchr 37: 26 S-O 

Some trends in adult business education. 
Robert Finch. Bus Tchr 36: 21 My-Je 

ADVERTISING 

Advertising: text and cases, rev. ed. Neil H. 
Borden and Martin V. Marshall. Irwin. 
950 p 

Dynamic procedures in teaching retail store 
advertising. Ronald D. Michman. Bal 
Sheet 40: 298-300 Mr 

Retail advertising and sales promotion, 3rd 
ed. Charles M. Edwards, Jr. and Russell 
A. Brown. Prentice-Hall. 705 p $7.95 

Student participation can increase and moti- 
vate learning. Clara Stapp Tow. Coll N & 
V 12: 9-12 My 

AGNEW, Peter L. 

Administering business education at the grad- 
uate levei—noncurricular problems. N Bus 
Ed Q 27: 36-39 My 

— office practice set. South-Western. 


AICHELE, John M. and others 

Issues in business arithmetic. Amer Bus Ed 
15: 170-72 Mr 

ALLEE, W. A. and Elizabeth Seufer 

How to teach clerical practice. N Bus Ed Q 

28: 33-37, 44 D 
ALLEN, Edward J. 

Program of the joint council on economic 
education; economists and educators join 
forces. J Higher Ed 30: 94-98 F 

ALLEN, Roger W. and William J. Mackey 

An internship program in marketing. Coll N 

& V 12: 7-8 My 
ALLEN, William R. 

Grouping in beginning shorthand. Bal Sheet 

41: 123-24 N 
ALLYN, Robert G. 

The impact of electronic data processing on 

business education. Coll N & V 13: 1-4 D 
ALVORD, Myron 

A study of contemporary internal audit re- 
ports of a representative number of cor- 
porations operating in San _ Francisco, 
California. San Francisco State College, 
M.A. thesis *58 

ANDERSON, Donald E. 

Business education concepts among selected 
administrators (principals) in North Da- 
kota fully accredited high schools. Univer- 
sity of North Dakota, M.A. thesis °58 

ANDERSON, Lowell 

Recruitment for retailing careers. 

Forum 13: 27 Mr 


Bus Ed 











ic 
n 


= 
r- 
0, 
1e, 


ed 
a- 
or- 


Ed 











To Professional Writing in 1959 


ANDERSON, Rae D. 

Recent developments in accounting. Amer 

Bus Ed 15: 198-202, 228 My 
ANDERSON, Ruth I. 

Certified professional secretary—a survey of 
educational programs of NSA chapters, 
1958-59. Sec 19: 6-7, 10 Jl 

Is your ‘college typing course really college 
level? Bus Ed Newsletter (P-H) 2: 1 
Spring 

See also Stuart, Esta R. 

ANDERSON, Wilton T. 
C.P.A. requirements—variations among the 
states. Coll N & V 13: 11-13 D 
ANDREWS, Margaret E. 
Employer-school ratings compared. Bus Ed 
Forum 13: 27 F 
and Marguerite Crumley 
Cooperative business education programs. 
Amer Bus Ed Y 16: 334-52 
APPLEGATE, Harry A. 
Dividends of DECA. H Sch J 42: 211-14 Mr 
ARBOUR, Marjorie 
™ “U” in communications. Sec 19: 22-23 


ARCHER, Fred C. 
Adults need office practice, too! Bus Tchr 
36: 15 Mr 
The clerical program in the large high 
school. Amer Bus Ed Y 16: 425-37 
Conserve time—save yourself—and the 
course. Bus Tchr 37: 15 N 
a “a simplified. Bus Tchr 37: 15 
-Ja 
How to select the course content for clerical 
practice. N Bus Ed Q 28: 27-32, 72 D 
Making the teacher’s time count double. Bus 
Tchr 37: 15 S-O 
Model office experience before graduation. 
Bus Tchr 36: 15 My-Je 
Office practice—the other half of our job. 
Bus Tchr 36: 14 F 
When things are running too smoothly— 
watch out! Bus Tchr 36: 15 Ap 
ARENSMAN, Ray W. 
Management and supervision in clerical op- 
erations. Amer Bus Ed Y 16: 52-68 
Until the big game reappears, what will you 
Po —_ your safari? Office Exec 34: 13, 
a 
and Gerald W. Maxwell 
Twelve motivation vitamins for business cor- 
a classes. Coll N & V 13: 5-8 


ARITHMETIC, business 

Applied business arithmetic, 7th ed. Edwin 
B. Piper and Joseph Gruber. South-West- 
ern. 566 p $3.70 

Arithmetic, a necessary part of bookkeeping. 
Gomer R. Watson. Bus Ed Newsletter 6: 
7-9 D 

Arithmetic in the clerical program: the im- 
portance of business arithmetic in the 
clerical program. Leslie J. Whale. Amer 
Bus Ed Y 16: 115-22 

Arithmetic skills needed? G. H. Miller. IIli- 
nois Education 47: 327 Ap 

Ask the experts. Vivian W. Kline. See issues 
Today’s Sec 

Business arithmetic: to review or not to 








ARITHMETIC, business (continued) 

review? Harry Lewis. Bus Ed World 39: 
20, 38 My 

Business mathematics, exercises, problems, 
and tests, 2nd ed. R. Robert Rosenberg. 
Gregg. 224 p $2.20 

Evaluation in arithmetic. Leo J. Brueckner. 
Ed 79: 291-94 Ja 

Finding interest—a study in obsolete busi- 
ness practice. Harry Lewis. J Bus Ed 34: 
270 Mr 

Issues in business arithmetic. John M. Aichele 
and others. Amer Bus Ed 15: 170-72 Mr 

Math? who cares? Richard G. Shaffer. Bus 
Ed World 40: 17, 32 D 

Methods, devices, and aids which can be 
used to improve and enrich the instruction 
of business arithmetic in the tenth grade. 
Margaret E. Brown. Bus Ed Newsletter 6: 
15-16 Ap 

Solving problems in arithmetic. G. T. Bus- 
well. Ed 79: 287-90 Ja 

Subject matter in business arithmetic in the 
clerical program. Ruth Twiss. Amer Bus 
Ed Y 16: 122-28 

Suggested activities, methods, and techniques 
for teaching business arithmetic in the 
public schools of Texas. Lula Florine 
Forbes. University of Texas, M.B.A. thesis 
"58 


The three D’s: solving division decimal 
dilemma. Vernon W. Stone. Bal Sheet 41: 
12-13 S 

Whither arithmetic in grades 7 and 8? Veryl 
Schult. Ed 79: 280-86 Ja 

A windfall: tax forms in unlimited quanti- 
ties. Harry Lewis. Bus Ed World 39: 22 Ja 

ARNSPIGER, Carl 

Advisory committee in distributive education. 

H Sch J 42: 198-200 Mr 
ASHBY, Wilson 
Office communications. Bus Ed Forum 13: 


y 
ASSOCIATIONS 

A commentary on unification. Herbert A. 
Tonne. J Bus Ed 34: 157 Ja 

Conventions are important. A. Raymond 
Jackson. Bal Sheet 40: 243 F 

The Dean Sweetland proposal for unification. 
Bus Sch Exec 15: 11-12, 23 Mr 

The Indiana business education association. 
Wynnie Ford. Ball State C J 31: 8, 18 N 

NABTE roster of institutional members, 
1959-60. N Bus Ed Q 28: 73-77 D 

Our business education associations at work. 
Dorothy Travis. See issues Bus Educ 

The teacher and the professional meetings. 
Maxie Lee Work. J Bus Ed 34: 186 Ja 

Text of EBTA resolution on unification pro- 
posal. Bus Ed World 40: 10, 13 S 

Unification developments in Chicago. Eliza- 
~~ T. Van Derveer. J Bus Ed 34: 156 
a 

Unification—only a frame. Elizabeth T. Van 
Derveer. J Bus Ed 34: 320-21 My 

Unification unanimously approved—with 
modifications. Amer Bus Ed 15: 270-72 
M 


y 
Why attend conventions? A. Raymond Jack- 
son. Amer Bus Ed 15: 132 Mr 
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ATKINS, Mary 
Typing begins with the tots. Systems for Ed 
: 8 Ja-F 
ATZ, te er 

An annotated bibliography and critical re- 
view of professional literature related to 
the teaching of typewriting, 1951-1956. 
State University of lowa, M.A. thesis *58 

AUDIO-VISUAL aids 

Audio-visual aids and devices for use in 
teaching bookkeeping. Bernard P. Bragg. 
San Jose State College, M.A. thesis *58 

Audio-visual education. Esta R. Stuart and 
Leonard J. Porter. Business Teaching Aid 
Y-1, Prentice-Hall. 2 p Free 

Audio-visual teaching aids. Anthony R. 
Lanza. See issues J Bus Ed 

Billboards in corridor and classroom. Irving 
Rosenblum. H Points 41: 42-43 My 

Bulletin board motivation devices. Almaretta 
Sidwell and Dolan Rogers. Typ News 29: 8 

An experimental study of the use of motion 
picture film loops for the instruction of 
beginning typewriting. Sarah C. Stein. J 
Bus Ed 34: 263 Mr 

Let slides tell your story. A. J. Kalbaugh. 
Bus Ed World 40: 26-27 S 

Overhead projector slides. Anthony R. Lanza. 
J Bus Ed 35: 137 D 

Tried, tested, and student-approved films for 
general business. Mahlon E. Porter. Bus 
Ed Newsletter 6: 8-10 Ap 

The use of audio-visual aids. Charles Robin- 
son. Amer Bus Ed Y 16: 295-317 

Using sixteen millimeter films in business 
education—a bibliography. Charles S. Pos- 
ton, Jr. University of Minnesota, M.S. 
thesis °57; N Bus Ed Q 28: 57-58 O 

A visual aid that will cost you only pennies. 
Floyd Langford, Jr. Bal Sheet 40: 267 F 

Visual aids for business and economic educa- 
tion. See issues Bal Sheet 

Visual aids worth seeing. See issues Coll 
N&V 

AUSTIN, Richard L. 

A method of using the bookkeeping practice 
set to aid the slow learner. Bal Sheet 40: 
393, 401 My 

AUTOMATION 

Automation and its implication on business 
education. Emma Berg. Wayne State Uni- 
versity, M.Ed. thesis ’58 

Automation and the future of business edu- 
cation. Robert E. Wiper. Bus Educ 2: 10- 
11 Fall 

Automation bibliography. 
25-31 O 

Automation in relation to the office. Alan O. 
Mann. Office Exec 34: 17-20 O 

Automation opens new horizons through new 
developments in first half of 1959. Robert 
M. Smith. Office Mgt 20: 23-25, 64 Jl 

The development of a punched card course. 
Gardner M. Jones and Robert Kvam. Coll 
N & V 12: 1-4 My 

EDP and the educator: sources. 
Haga. Bus Ed World 39: 30 My 

The effect of automation on accounting jobs. 
M. Lloyd Edwards. J Bus Ed 35: 91 N 

The effect of automation on the clerical 


Office Exec 34: 


Enoch J. 


Business Education Index 


AUTOMATION (continued) 
employee. Jordan Hale. Amer Bus Ed Y 
16: 93-102 

Effects of automation on business education. 
Louise Hoffman Meyer. Wayne State Uni- 
versity, M.Ed. thesis °58 

Electronics and education in accountancy. 
<2 M. Jones. Delta Pi Epsilon J 2 

e 

Equipment for integrated data processing. 
Mary D. Lyons. Office Mgt 20: 44-64 Jl 

The impact of automation. William Cahn. 
Today’s Sec 61: 100-105 Ap 

The impact of automation on the accounting 
profession. Jerome T. Weiler. University 
of Denver, M.B.A. thesis 58; N Bus Ed 
Q 28: 70- 71 0 

The impact of electronic data processing on 
business education. Robert G. Allyn. Coll 
N & V 13: 1-4 D 

Integrated data processing—a case history. 
J Bus Ed 34: 255-57 Mr 

NOMA automation newsletter. 
Office Exec 

Office automation: how extensive is it? what 
are its implications? Bernard A. Shilt. Bal 
Sheet 40: 208-10, 229 Ja 

Office automation means a revolution in busi- 
ness education. E. Dana Gibson. Bus Ed 
World 39: 24-25, 34 Mr 

A study of office automation and the func- 
tions and qualifications of programmers 
for electronic data processing. Leon R. 
Hay. J Bus Ed 34: 264 Mr 

Think machines need extra skills. 
Hay. J Bus Ed 35: 26-28 O 

This university gets double value from its 
electronic computer. G. Baley Price. Bus 
Ed World 39: 14-15 Ja 

Try sponsoring a business education-automa- 
tion day. - Dana Gibson. Bus Ed World 
40: 31-32 

What do ra educators think about data 
processing? Enoch J. Haga. Bal Sheet 40: 
394-95, 397 My 

What should business teachers do about 
office automation? Paul S. Lomax. Bus 
Ed World 39: 14, 33 My 

What’s ahead in automation for the nation’s 
smaller offices? Robert M. Smith. Office 
Mgt 20: 19-23 O 

Why we cannot have automation in educa- 
tion. Vernon A. Musselman. Office 49: 
168-70 Ja 

Will office automation eliminate the need 
for the clerical training course? Herbert 
A. Tonne. J Bus Ed 34: 280-81 Ap 

AVRITCH, Richard T. 

Unit organization of two topics in salesman- 
ship: why consumers buy and obtaining 
customers. Boston University, Ed.M. the- 
sis °58; N Bus Ed Q 28: 6 O 

AZIERE, Charles B. 

Religion and morality in business administra- 

tion. Cath Bus Ed R 11: 36-40 N 


See issues 


Leon R. 


BACON, Robert V. 
Fulbright scholar reports 
CBEA Bul 16: 4 My 


from Greece. 
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To Professional Writing in 1959 


BACON, Robert V. (continued) 

A study of the interest patterns of men busi- 
ness teachers in public secondary schools. 
University of California (Los Angeles), 
Ed.D. thesis 58; J Bus Ed 34: 263 Mr; 
N Bus Ed Q 28: 6-7 O 

BAGGETT, Harry W., Jr. 

Are you helping or hurting your best gradu- 
ates? Bal Sheet 41: 105, 144 N 

Plan your business-machines room logically. 
Bus Ed World 39: 24, 41 Ap 

BAHR, Gladys 

Improving the basic business program: en- 
able students to reach their goals. Bus Ed 
Forum 13: 12-15 Mr 

BAKER, E. |. 
Higher commercial education. Inter R for 
Bus Ed 53: 65-73 Ap 
BAKER, Harold A. 
See Glos, Raymond E. 
BALL, Edmund F. 

Some thoughts on management. Ball State 

CJ 31: 3-5,15 N 
BALSLEY, Irol Whitmore 

Recent developments in secretarial science. 

Amer Bus Ed 15: 257-62, 272 My 
BALTER, Herbert Irwin 

Readability of required textbooks in com- 
merce. University of Southern California, 
M.S. thesis *58 

BALTHASER, Robert D. 

Administering the high school clerical pro- 
gram. N Bus Ed Q 28: 38-44 D 

Cooperation with business in the teaching of 
bookkeeping. Bus Ed Forum 14: 26-27 D 

BANGS, F. Kendrick 

Administering business education in univer- 
sity schools or colleges of business admin- 
istration—curricular problems. N Bus Ed 
Q 27: 13-16 My 

The case method in bookkeeping and ac- 
counting. Bus Ed Forum 14: 8-9 D 

Development of future business executives. 
Bal Sheet 40: 339 Ap 

BARBER, Truman Joseph 

Quality improvement of tests in introduction 
to business using the item analysis tech- 
nique. University of Houston, Ed.D. thesis 
58 


BARBOUR, Edna H. 
Teach office practice in a classroom office. 
Amer Bus Ed 16: 124-26 D 
BARCLAY, Kim 
The right weigh. Today’s Sec 62: 24-25 § 
BARON, Harold 
What basic courses in the high school clerical 
program? N Bus Ed Q 28: 20-26 D 
and Solomon C. Steinfield 
Clerical record keeping. South-Western. 570 
p $3.80 
BARRY, Marguerite M. 
Briefhand as part of skills training. Bus Educ 
1: 19 Winter 
BASIC business education 
Bank reconciliation projects. Robert J. 
McCullough and Kenneth Everard. Pit- 
man. 48 p $.64 
Basic business areas that support clerical 
understandings. Harold B. Gilbreth. Amer 
Bus Ed Y 16: 206-16 
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BASIC business education (continued) 

Basic business education as a constant. Le- 

yy A. Brendel. J Bus Ed 34: 278-79 
Pp 

Basic business needs support of all business 
teachers now! Dick Brown. Bus Ed News- 
letter 6: 3 F 

Basic business studies section. See issues Bus 
Tchr 

Brief notes about business and economic edu- 
cation. James H. Edmondson. Amer Bus 
Ed 16: 62-64 O 

Business ethics: an area of concern to the 
basic business teacher. Myles A. Tracy. 
Bus Ed Forum 13: 33 Ja 

The concept approach in basic business. Jo 
Ann Hughes. Bus Ed Forum 13: 24 F 

Consumer facts for students of general busi- 
ness. Leonard J. Porter. Business Teaching 
Aid B-3, Prentice-Hall. 2 p Free 

A course of study in general business for 
Colton union high school. Robert Lee 
Southern. University of Southern Cali- 
fornia, M.S. thesis °58 

Decade of decision. Jerome B. Cohen. Insti- 
tute of Life Insurance, New York 22, New 
York. 55 p ’58 

A dozen “do’s” for beginning teachers of 
general business. Forrest L. Mayer. Bus 
Ed Newsletter (P-H) 6: 1 Fall 

Economic education as general education. 
William M. Polishook and Carmella M. 
Rossi. Amer Bus Ed 16: 25-31 O 

Economic understanding—our future de- 
pends upon it. Rodney Felder and J. Curtis 
Hall. J Bus Ed 35: 126-28 D 

Education and insurance. W. A. Copeman. 
Inter R for Bus Ed 54: 13-21 N 

Education in family finance—the first ten 
years. R. Wilfred Kelsey. Amer Bus Ed 
15: 153-55, 167 Mr 

Everybody needs business information. Her- 
bert A. Tonne. Bus Tchr 37: 26 N 

For those tedious times. Caroline Beckner. 
Bus Ed Forum 14: 24 D 

Fundamental responsibilities of teachers of 
business subjects. Galen Stutsman. Bus Ed 
Forum 14: 26-27 N 

General business for the eleventh and twelfth 
grades. Winnie Jo Earney. San Jose State 
College, M.A. thesis °58; N Bus Ed Q 28: 
16-17 O 

General business for today and tomorrow. 
John W. Aberle, Theodore J. Sielaff,.and 
Forrest L. Mayer. Prentice-Hall. 467 p 

0 


General business training still undefined; uni- 
fied research needed. William Himstreet. 
CBEA Bul 16: 1-2 My 

General education for business. Raymond 
W. Morgan. Amer Bus Ed 16: 104-109 D 

Giving an oral semester examination in gen- 
eral business. Harold R. Steinhauser. Bus 
Ed Forum 13: 29 M 

How to read the financial news, 9th ed. C. 
Norman Stabler. Harper. 210 p $3.50 

Improving basic business. Floyd L. Crank. 
Bus Ed Forum 13: 4 Mr 

Improving the basic business program: 
choose significant and practical content. 
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BASIC business education (continued ) 

Virn A. McElwain. Bus Ed Forum 13: 10- 
12 Mr 

Improving the basic business program: de- 
velop concepts, understandings, attitudes. 
Floyd Crank. Bus Ed Forum 13: 7-9 Mr 

Improving the basic business program: en- 
able students to reach their goals. Gladys 
Bahr. Bus Ed Forum 13: 12-15 Mr 

Improving the basic business program: eval- 
uate in terms of behavioral changes. Dor- 
othy L. Travis. Bus Ed Forum 13: 15-17, 
20 Mr 

Improving the basic business program: make 
basic business good general education. Ray 
G. Price. Bus Ed Forum 13: 5-7 Mr 

In defense of general business. Bernadine 
Meyer. Cath Bus Ed R 10: 31-34 F 

Income tax and social security course, 13th 
ed. D. B. Marti. Prentice-Hall. 164 p $2.50 

Investments. Matook R. Nissim. Sec 19: 20- 
22 Mr 

Keeping personal records. Theodore J. Sielaff. 
Bus Ed Newsletter (P-H) 2: 1, 3 Spring 

Let’s teach savings and investments as a 
separate course. Peter Yacyk. Bus Ed 
World 40: 20-22 O 

Make general business different. Ethel Hale. 
Bus Ed World 39: 34-36 Ap 

A measurement and interpretation of money 
management understandings of twelfth- 
grade students. Herbert M. Jelley. Univer- 
sity of Cincinnati, Ed.D. thesis 58; J Bus 
Ed 34: 345 My 

The money tree and what to do with it. 2. 
mutual funds. Gene Smith. Today’s Sec 
62: 24-25, 53 N 

The money tree and what to do with it. 1. 
stocks. Kathy Larkin. Today’s Sec 62: 30- 
32, 64 S; 3. insurance. 26-28, 49 D 

Motivation devices in general business. Harry 
Jasinski. J Bus Ed 34: 244-46 Mr 

Motivation in general business. Wesley E. 
Scott. Bus Ed Newsletter (P-H) 2: 2 
Spring 

Motivational devices for use in teaching gen- 
eral business. Patrick G. Butler. San Jose 
State College, M.A. thesis 58; N Bus Ed 
Q 28: 10 O 

Our own bank paid—educationally. Noah 
V. Garris. Ohio Sch 37: 32-33 N 

A place in the sun for socio-business sub- 
jects. Horace J. Sheppard. Bus Ed Ob- 
server 30: 14-15 My 

Quality improvement of tests in introduction 
to business using the item analysis tech- 
nique. Truman Joseph Barber. University 
of Houston, Ed.D. thesis °58 

Recent developments in insurance. C. R. 
Petticrew. Amer Bus Ed 15: 236-41 My 

A “reference round robin” streamlines library 
instruction. Polly Ann Picard. Bus Ed 
World 39: 7-9 F 

Some thoughts on the articulation of book- 
keeping and general business. Robert F. 
Bender. Bus Ed Forum 14: 23 N 

Student-centered activities in general busi- 
ness. Gerald W. Maxwell. Bus Ed World 
40: 17-18, 36 S; 33-38 O; 33-37 N 

A study of the community resources supple- 
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menting the text materials in teaching gen- 
eral business in Robert E. Lee high school, 
Baytown, Texas. Johnie Barnett Punchard. 
University of Houston, Ed.D. thesis 58 

A study of the frequency of business terms 
in general business textbooks. Cecily Has- 
kell. Boston University, Ed.M. thesis °57; 
N Bus Ed Q 28: 29-30 O 

A study of the nature and extent of customer 
understanding of investments and invest- 
ment services. Anne E. Gedges. Boston 
University, Ed.M. thesis *58 

A study to determine the extent of federal 
income taxes instruction to business stu- 
dents in public secondary schools of Kan- 
sas. John R. Zumalt. Bus Ed Newsletter 
6: 17-18 F 

A teacher’s guide to property and casualty 
insurance for a general business course. 
Ludlow H. Rathbone. University of South- 
ern California, M.S. thesis ’58 

Teaching listening. Frank W. Lanham. Amer 
Bus Ed 16: 60-61 O 

30 suggestions for motivating general busi- 
ness. Wesley E. Scott. Business Teaching 
Aid B-2, Prentice-Hall. 2 p Free 

Today’s general business. William M. Pol- 
ishook. Ginn. 419 p $4.32 

Training for economic competence. Brother 
Leo Ryan. Cath Bus Ed R 10: 25-30 F 

Tried, tested, and student-approved films for 
general business. Mahlon E. Porter. Bus 
Ed Newsletter 6: 8-10 Ap 

Try a travel project. Polly Ann Picard. Bus 
Ed World 39: 25 Je 

Typing—general business duo? David R. 
McKay. J Bus Ed 35: 121-22 D 

A unit on using reference books. William 
Selden. Bus Ed Newsletter (P-H) 6: 3 Fall 

Use a skit to teach insurance. Ethel Hart 
_ Frankie Wade. Bal Sheet 40: 258-60 


What does the scientist think of basic busi- 
ness? Wilma Jean Adams and Bernadine 
Meyer. Bus Ed Forum 14: 28-29 O 

BATY, Wayne Murlin 

Incidental learning of vocabulary in begin- 
ning typewriting classes. University of 
Southern California, Ed.D. thesis °58; N 
Bus Ed Q 28: 7-8 O 

BEACH, J. W. 
Making friends by telephone. Sec 19: 20-21 


BEARD, T. H. 
A new executive class: secretaries! Bus Sch 
Exec Digest 1: 20-23 N 
BEAUMONT, John A. 
A concept of education for distribution. 
Delta Pi Epsilon J 2: 8-12 Ap 
The distributive education program today. 
Amer Bus Ed 16: 70-74, 83 D 
The future for distributive education. Bal 
Sheet 40: 261-62 F 
Goals of distributive education. H Sch J 
42: 186-88 Mr 
BECKER, William 
Distributive adult education offerings in cities 
of 200,000 and over. University of Minne- 
sota, M.A. thesis *58 
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BECKNER, Caroline 
~ those tedious times. Bus Ed Forum 14: 
4D 
BEDFORD, Jack 

The magic words that get things done. Office 

Met 20: 40-41 D 
BEDROSIAN, Sarah G. 

Mortgage lending in Fresno county, Cali- 
fornia, 1946-47. Fresno State College, 
M.A. thesis ’58 

BELL, Mary L. and Russell Sicklebower 

Applying for, holding, and advancing on the 

clerical job. Amer Bus Ed Y 16: 229-42 
BELL, R. DerMont 

Shorthand: two years is too long. J Bus Ed 

34: 199-200 F 
BENDER, Robert F. 

Some thoughts on the articulation of book- 
keeping and general business. Bus Ed 
Forum 14: 23 N 

BENNETT, Leonard E. 

A survey of the educational and personal 
characteristics required for initial employ- 
ment of accountants in a selected group 
of Iowa industries. Iowa State Teachers 
College, M.A. thesis °58 

BERG, C. J., Jr. and E. V. Grillo 

Setting office standards by stop watch time 

studies. Office 49: 87-91, 268 My 
BERG, Emma 

Automation and its implication on business 
education. Wayne State University, M.Ed. 
thesis *58 

BERNE, Sylvia A. 

In defense of enforcing correct shorthand 
outlines. Bus Ed World 39: 13, 25 Ja 

We must believe in our students. Bus Ed 
World 39: 28-29, 37 My 

BERRY, Mary 

Business training within industry in _ the 

British Isles. Bus Tchr 37: 26 D-Ja 
BIBLIOGRAPHY 

Additions to the bookshelf. Sister Marie 
Frances. See issues Cath Bus Ed R 

An annotated bibliography and critical re- 
view of professional literature related to 
the’ teaching of bookkeeping, 1951-56. 
Gerald Huston. State University of Iowa, 
M.A. thesis *58 

An annotated bibliography and critical re- 
view of professional literature related to 
the teaching of typewriting, 1951-1956. 
Roger Atz. State University of lowa, M.A. 
thesis °58 

Automation bibliography. Office Exec 34: 
25-31 O 

Book review. See issues Office Exec 

The book shelf. See issues J Bus Ed 

Books of interest to office management. 
Office Mgt 20: 52-66 D 

Brief notes about business and economic 
education. James H. Edmondson. Amer 
Bus Ed 16: 121-23 D 

Business education index—1958. Louis C. 
Nanassy, ed. Delta Pi Epsilon. Gregg. 62 p 

A business teacher’s annotated bibliography 
on extracurricular activities. Andrew 
James Casparian. University of Southern 
California, M.S. thesis °58; N Bus Ed Q 
28: 12 O 


BIBLIOGRAPHY (continued) 
CPS library. See issues Sec 
Current reading. Lauren Walker and Robert 
I. Dickey. See issues J Accy 
Digest of readings in business education. 
Joseph Jackson. Ball State C J 30: 8-9, 
18 My 
Digest of readings in business education. 
Lucile Hollis. Ball State C J 31: 13-14 N 
EDP and the educator: sources. Enoch J. 
Haga. Bus Ed World 39: 30 My 
Literature worth reading. See issues Coll 
N&V 
Reader’s choice. Earl A. Dvorak. Delta Pi 
Epsilon J 2: 30-32 Ap 
The reference shelf. See issues VBE Bul 
Review of new literature. See issues Bal 
Sheet 
Secretarial bookshelf. See issues Today’s Sec 
Some supplemental readings for business 
writers. See issues ABWA Bul 
A unit on using reference books. William 
Selden. Bus Ed Newsletter (P-H) 6: 3 
Fall 
Worthy of reference. Doris M. Graff. See 
issues Office Exec 
BINGHAM, Wheelock H. 
Careers in retailing. J Bus Ed 35: 29-30 O; 
85-87 N 
BISHOP, Juanita 
My A-B-C method of teaching bookkeeping. 
Bus Ed Forum 13: 24, 30 Ap 
BLACKLER, William R. 
See Robinson, O. Preston 
BLANCHARD, Carroll H., Jr. 
Activity funds plus business teachers. J Bus 
Ed 34: 226 F 
Assignment: study hall. J Bus Ed 34: 333-35 
M 


A comprehensive listing and classification of 
free and inexpensive bulletin board aids, 
free loan films, filmstrips, recordings. 
transcriptions, and scripts available to 
the business teacher. Boston University, 
Ed.M. thesis °57; N Bus Ed Q 28: 8 O 

Dictation by phone. Bus Ed World 39: 15- 
16, 33 F 


BLANFORD, James T. 

Eighth annual problem clinic. Amer Bus Ed 

15: 134-52, 172 Mr 
BLOUGH, Carman G. 

Accounting and auditing problems. See issues 

J Accy 
BOLING, Clem ) 

Future of private business schools. Amer Bus 

Ed 16: 87-89 D 
BONAMICI, Daniel R. 

The importance of business education to 
academic students. Bus Ed Observer 30: 
6-7, 23 F 

BONNEVILLE, Joseph and others 

Organizing and financing business, 6th ed. 

Prentice-Hall. 381 p $6.75 
BONVOISIN,, Pierre 

New look in international banking. Inter R 

for Bus Ed 53: 25-38 Ap 
BOOKKEEPING 

A minus L equals P. Enoch J. Haga. Bus Ed 
World 40: 11-12 N 

An analysis of bookkeeping teaching aids. 








BOOKKEEPING (continued) 


William W. Kahle. Northern Illinois Uni- 
versity, M.S. thesis *58 

An analysis of the current literature on moti- 
vation in elementary bookkeeping. Ernest 
Grayson, Jr. Arkansas State Teachers Col- 
lege, M.S.Ed. thesis *58 

An annotated bibliography and critical re- 
view of professional literature related to 
the teaching of bookkeeping, 1951-56. 
Gerald Huston. State University of Iowa, 
M.A. thesis °58 

Arithmetic, a necessary part of bookkeeping. 
25-9 R. Watson. Bus Ed Newsletter 6: 

Ask the experts. J Marshall Hanna. See issues 
Today’s Sec 

Audio-visual aids and devices for use in 
teaching bookkeeping. Bernard P. Bragg. 
San Jose State College, M.A. thesis °58 

The balance sheet tells a story. Gilbert Kahn, 
Jr. Today’s Sec 61: 14-15 My 

Bookkeeping—its directions and goals. Leon- 
ard J. Porter. Business Teaching Aid G-1, 
Prentice-Hall. 2 p Free 

Bookkeeping section. See issues Bus Tchr 

Bookkeeping success must come early. James 
L. Robinson. Bus Ed Forum 14: 9-10 D 

Bookkeeping tests. See issues Bus Tchr 

Bookkeeping’s newest approach—a natural 
one. V. E. Breidenbaugh. J Bus Ed 35: 
15-17 O 

Bulletin boards in bookkeeping. Bus Ed 
Forum 13: 30-31 Ja 

The case method in bookkeeping and ac- 
counting. F. Kendrick Bangs. Bus Ed 
Forum 14: 8-9 D 

Clerical record keeping. Harold Baron and 
Solomon C. Steinfield. South-Western. 570 
p $3.80 

Clerical recordkeeping. Joseph J. Zabornik. 
Amer Bus Ed Y 16: 129-45 

Cooperation with business in the teaching of 
bookkeeping. Robert D. Balthaser. Bus Ed 
Forum 14: 26-27 D 

Current thought on the teaching of book- 
ae I. David Satlow. J Bus Ed 35: 72- 


Developing ethical values in the bookkeeping 
class. I. David Satlow. H Points 41: 69-72 
Mr; Bal Sheet 40: 402-403 My 

Devising instructional materials in bookkeep- 
ae I. David Satlow. J Bus Ed 34: 170-71 


a 

Don’t forget the price level. Helen M. Smith. 
Bus Ed World 40: 28, 40 S 

Drills and problems in bookkeeping and 
accounting. Arthur E. Carlson. South- 
Western. 57 p $1 

An easy introduction to bookkeeping. Harold 
Mickelson. Bal Sheet 40: 196-98 Ja 

The effect of high school bookkeeping on 
achievement in elementary college account- 
7. Tora M. Larsen. Bal Sheet 40: 252- 

End-of-fiscal-period (EFP) work. LeRoy A. 
Brendel. Bus Ed Forum 13: 21 F 

Evaluating student learning in bookkeeping. 
I. David Satlow. J Bus Ed 34: 247-48 Mr 

An “extra” for the bright learner in book- 
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BOOKKEEPING (continued) 


keeping. Gilbert Kahn. Bus Ed Forum 13: 

, 28 My 

General record keeping, 4th ed. P. Myers 
Heiges, Arnold E. Schneider, and Harry 
Huffman. Gregg. 320 p $3.96 

The high-achievement student in bookkeep- 
ing: a challenge. Robert A. Ristau. Bus Ed 
World 39: 22-23 Ap 

The improvement of teaching bookkeeping 
in the secondary school. Romani Puakool. 
Wayne State University, M.Ed. thesis °58 

Instruction in bookkeeping for the gifted 
youth. Luke J. Lucas. Wayne State Univer- 
sity, M.Ed. thesis °58 

The language of the balance sheet. Gilbert 
Kahn, Jr. Today’s Sec 61: 18-19 Mr 

Learning units in bookkeeping. Arvie A. 
Rosenberg. University of Minnesota, M.S. 
thesis °57; N Bus Ed Q 28: 62 O 

The light attendance day in your bookkeep- 
ing class. I. David Satlow. Amer Bus Ed 
16: 84-86, 116 D 

A method of using the bookkeeping practice 
set to aid the slow learner. Richard L. 
Austin. Bal Sheet 40: 393, 401 My 

My A-B-C method of teaching besiibeesine, 
Juanita Bishop. Bus Ed Forum 13: 24, 
30 Ap 

New ideas in teaching bookkeeping. J Mar- 
shall Hanna. VBE Bul 13: 7-8 O 

Payroll record keeping, 6th ed. Charles R. 
Hadley and R. L. Thistlethwaite. Gregg. 
48 p $1.50 

The profit and loss statement. + ree Kahn, 
Jr. Today’s Sec 61: 18, 47 J 

Prognostic value of high school ‘cesttening, 
Jack Theige. Bus Ed Forum 13: Mr 

“Quickie” quizzes for first semester book- 
keeping. Alexandria Sydor. J Bus Ed 34: 
287-89 Ap 

The reading problem in teaching bookkeep- 
ing. Vernon A. Musselman. Bus Ed Forum 
14: 5-7 D 

Recordkeeping—an enlargement of book- 
keeping. Harry Huffman. Bus Ed Forum 
14: 11-13 D 

Some maxims for the teacher of bookkeep- 
ing. I. David Satlow. Bus Ed Forum 14: 
23 O 


Some thoughts on the articulation of book- 
keeping and general business. Robert F. 
Bender. Bus Ed Forum 14: 23 N 

A study of the history and purpose of prac- 
tice sets. Henry Wagner. Bus Ed News- 
letter 6: 18-19 Ap 

A survey of bookkeeping offered in the high 
schools of Massachusetts. Minna S. Rich- 
mond. Boston University, Ed.M. thesis 
°58; N Bus Ed Q 28: 60-61 O 

Teach bookkeeping statements by analogy. 
— J. Haga. Bus Ed World 39: 11, 36 

r 


Teach one thing at a time in bookkeeping. 
I. David Satlow. Bus Ed World 36: 18-19, 
26 Je 

Teaching account classification in bookkeep- 
— A. Musselman. Bal Sheet 41: 
14 


Teaching the fundamental elements of book- 
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keeping—how to teach the first end-of- 
fiscal-period work. M. Herbert Freeman. 
Bus Ed World 39: 31-32 F 

Teaching the fundamental elements of book- 
keeping—how to teach the trial balance. 
J Marshall Hanna. Bus Ed World 39: 23- 
24, 34 Ja 

Try teaching income and expense accounts 
by this method. Darrell V. Burras. Bus Ed 
World 40: 39 N 

The validity of the use of practice set as a 
criterion of success in bookkeeping. Gun- 
nar Frey. Mankato State College, M.Ed. 
thesis ’57 

The validity of the use of problem-type tests 
as criteria of success in bookkeeping. 
Robert Burns, Mankato State College, 
M.Ed. thesis ’57 

Your questions set the pattern for your 
bookkeeping class. I. David Satlow. J Bus 
Ed 34: 203-207 F 

BORDEN, Neil H. and Martin V. Marshall 
Se text and cases, rev. ed. Irwin. 


50 p 
BORLAND, Helen B. 
Teacher education for the clerical program. 
Amer Bus Ed Y 16: 451-66 
BOYD, William P. and Raymond V. Lesikar 
Productive business writing. Prentice-Hall. 
513 p $6 
BOYNTON, Marcia 
See Schultz, M. 
BRADY, Mary Margaret 
Methods of teaching clerical practice classes. 
Amer Bus Ed Y 16: 269-84 
A proposed training program for operators 
of key-drive calculators based on an analy- 
sis of work activities. J Bus Ed 34: 221 F 
BRAGG, Bernard P 
Audio-visual aids and devices for use in 
teaching bookkeeping. San Jose State Col- 
lege, M.A. thesis *58 
BRANDIS, Royall 
Economics: 
380 p 
BRECKER, Raymond F. 
The preparation of job instruction sheets. 
Amer Bus Ed Y 16: 285-94 
BREDOW, Miriam 
Handbook for the medical secretary, 4th ed. 
Gregg. 384 p $5 
BREIDENBAUGH, V. E. 
Bookkeeping’s newest approach—a natural 
one. J Bus Ed 35: 15-17 O 
BRENDEL, LeRoy A. 
Basic business education as a constant. J Bus 
Ed 34: 278-79 Ap 
End-of-fiscal- rej (EFP) work. Bus Ed 
Forum 13: 21 F 
BRENNAN, Lawrence D. 
Widening horizons of business writing. J 
Bus Ed 34: 216 F; 301-302 Ap 
BRICE, A. Donald 
How to give yourself a raise. Sec 19: 14-15 


a 
BRIGGS, Robert 
Recruitment and training of accounting in 
the U.S. general accounting office. Coll 
N & V 12: 5-9 Mr 


principles and policy. Irwin. 
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BROMAGE, Mary C. 
Course offering in business writing. ABWA 
Bul 23: 6-22 F 
BROTHER George Vincent 
Special problems of boys solved through 
business. Bal Sheet 41: 119-22, 124 N 
BROTHER J. Alfred 
Grow in business education know-how and 
sell Americanism to your students. Bal 
Sheet 40: 195 Ja 
BROWN, Charles M. 
See Stone, Vernon W. 
BROWN, Di 
Basic business needs support of all busi- 
ness teachers now! Bus Ed Newsletter 6: 


BROWN, Eleanor B. 

Controversial issues in business education. 
CBEA Bul 16: 3 My 

Relationship of practices in business educa- 
tion to established objectives. Pennsylvania 
State University, Ed.D. thesis °58; N Bus 
Ed Q 28: 8-10 O 

They can’t learn? Don’t believe it! Bus Ed 

World 40: 15-18, 42 N 
and Jerome Kalik 

Understanding the clerical student—a case 
approach. N Bus Ed Q 28: 45-48 D 

BROWN, Frances A. and Alberta J. Frerichs 

A successful university shorthand program. 

Bus Ed Forum 14: 7-10 O 
BROWN, Francis J. 

Pope Pius XII and economics. Cath Bus Ed 

R 11: 31-35 N 
BROWN, James G. 

Extending the classroom experience in teach- 
ing clerical practice. Bus Ed Forum 14: 
24-25 O 

BROWN, Leland 

Building a basic course in business communi- 

cation. J Bus Ed 35: 79-80 N 
BROWN, Margaret E. 

Methods, devices, and aids which can be 
used to improve and enrich the instruction 
of business arithmetic in the tenth grade. 
Bus Ed Newsletter 6: 15-16 Ap 

BROWN, Russell A. 
See Edwards, Charles M., Jr. 
BROWN, T. Carl 
Distributive education in the comprehensive 
high school. H Sch J 42: 201-206 Mr 
BRUECKNER, Leo J. 
Evaluation in arithmetic. Ed 79: 291-94 Ja 
BRUGGER, Donald 

A follow-up study of business graduates of 
Garfield high school. University of South- 
ern California, M.S. thesis ’58 

BRYCE, Sister Mary Kevin 

An analysis of job activities and personality 
traits required in office occupations of 
secretarial graduates. Catholic University, 
M.A. thesis *58 

BUDD, Sister Mary Thaddeus 

An evaluation of business curriculum prac- 
tices in selected Catholic secondary schools 
of the middle Atlantic states 1956-1957. 
Catholic University, M.A. thesis *58 

BUEHRING, L. E. 

Business education: report of survey. Nations 

Sch 64: 63-83 § 
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BUELL, Victor P. 

Recent developments in marketing. Amer 

Bus Ed 15: 242-45, 269 My 
BURBRINK, Pauline W. 

Improving instruction in individual job study. 

Bus Ed Forum 13: 14-16 Ap 
BURGESS, Arlie D. 

Analysis of business education curriculum 
patterns in publicly supported junior col- 
leges in eight midwestern states. University 
of North Dakota, M.A. thesis °58 

BURNS, Robert 

The validity of the use of problem-type tests 
as criteria of success in bookkeeping. Man- 
kato State College, M.Ed. thesis °57 

BURRAS, Darrell V. 

Let’s grade beginning typists for technique. 
Bus Ed World 39: 19 My 

Try teaching income and expense accounts 
by this method. Bus Ed World 40: 39 N 

BUSINESS and business education 

A business department cooperates with an 
industrial community. James F. Tucker. 
Coll N & V 13: 9-10 D 

A businessman comments on today’s students 
—tomorrow’s workers. Wilbert E. Scheer. 
Amer Bus Ed 16: 117-20 D 

The businessman in a changing world. Ernest 
Henderson. J Bus Ed 34: 341-42 My 

Businessmen and business teachers form 
council in North Carolina. James L. 
White. Bus Ed Forum 14: 31, 34 N 

Businessmen grade the grads. A. J. Lemaster. 
Tex Outl 43: 22-23 Je 

A comparison of programs of business edu- 
cation in secondary schools and in indus- 
try. Ralph Monay. Indiana University, 
Ph.D. thesis °58; N Bus Ed Q 28: 52-53 O 

Cooperation with business in the teaching 
of bookkeeping. Robert D. Balthaser. Bus 
Ed Forum 14: 26-27 D 

Education and profits. Robert E. Slaughter. 
Office Exec 34: 51 Ap 

Educational horizons. Fred S. Cook. Office 
Exec 34: 48-49 N 

Hand in hand—business and business educa- 
tion. Audrey Dempsey. Bus Ed Forum 13: 
35 Ja 

NOMA and the business educator. H. H. 
Trow. Office Exec 34: 43 Ja 

The resource value of employers in the de- 
velopment of post-high school occupa- 
tional training as influenced by their 
awareness of such programs and other 
related factors. W. Donald Nelsen. J Bus 
Ed 34: 304 Ap 

Students lack realistic preparation for of- 
_ jobs. G. Louis Fox. CBEA Bul 17: 1-2 


Symposium: how can the business teacher 
keep abreast of the changing business 
world? Maxine Oberholtzer. Ball State C 
J 30: 13-15 F 

Training in industry: for what—for whom? 
Nancy Concannon. Cath Bus Ed R 10: 
13-18 Ap 

BUSINESS correspondence 

Adjustment refusal letters for you to grade. 
Herta A. Murphy. ABWA Bul 23: 8-14 
Ap 
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American business writing. Harvey E. Drach. 
American. 508 p $4.95 

The art of creative business writing. Peggy 
Norton Rollason. Today’s Sec 62: 7, 46 D 

The art of saying “please.” Jacquelyn Went- 
zell. Today’s Sec 61: 18-19, 53 F 

The art of saying “thank you.” Jacquelyn 
Wentzell. Today’s Sec 61: 20-21, 49 Je 

The availability and importance of business 
communication offerings in the secondary 
schools of Texas. Bennie H. Doggett. Uni- 
versity of Texas, M.B.A. thesis *58 

Bring business letter writing to life. J. A. 
Martin. Bus Ed World 40: 22-24, 45 S 

Building a basic course in business communi- 
cation. Leland Brown. J Bus Ed 35: 79- 
80 N 

A challenge to pencil-pushers. Norman F. 
Kallaus. Office Exec 34: 14, 22 Ap 

Congratulations to. . . Jacquelyn Wentzell. 
Today’s Sec 62: 36-37, 51 O 

Course offering in business writing. Mary C. 
Bromage. ABWA Bul 23: 6-22 F 

The development of American textbooks in 
business English and correspondence in 
the secondary school. Rose Marie Rogers. 
University of Pittsburgh, Ph.D. thesis °58; 
N Bus Ed Q 28: 61 O 

Effect of selected factors upon composition 
delegated to employers by secretaries. Jean 
Dancer Lunn. Ohio State University, 
Ph.D. thesis *58; J Bus Ed 34: 222 F; 
Ohio Bus Tchr 19: 46-48 Ap; N Bus Ed 
Q 28: 45-46 O 

The effective use of correspondence. Harry 
L. Wylie. Office 50: 151-62 S 

The enchanted loom. Erwin M. Keithley. 
ABWA Bul 23: 38-42 F 

An explanation of the objectives and pro- 
cedures of business-writing courses as 
taught in the college of business admin- 
istration, university of Texas. Jessamon 
Dawe. ABWA Bul 23: 9-13 My 

Grading an order acknowledgment with 
some unusual features. Jessamon Dawe. 
ABWA Bul 23: 13-18 Ja 

In business letters—friendliness can be taken 
too far! Austin C. Dobbins. ABWA Bul 
23: 6-7 Ap 

A knowledge of letters. William J. Lord, Jr. 
Sec 19: 20-21 Jl; 20-21 Ag; 22-23 § 

Mail that letter! Eleanor Casebier. Cath Bus 
Ed R 10: 47-54 F 

Principles of business letter writing. Sally B. 
Maybury. Ronald. 413 p $4.50 

Productive business writing. William P. 
Boyd and Raymond V. Lesikar. Prentice- 
Hall. 513 p $6 

Recent developments in business writing. 
Erwin M. Keithley. Amer Bus Ed 15: 203- 
207, 252 My 

Report writing need not be dull. Lionel D. 
Wyld. Coll N & V 12: 5-6 My 

Some supplemental readings for business 
writers. See issues ABWA Bul 

Some thoughts on grading student business 
letters. Herta A. Murphy. ABWA Bul 23: 
8-15 Mr 

Stimulating student interest in business writ- 
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BUSINESS correspondence (continued) 

ing. _— M. Robinson. ABWA Bul 23: 
6-12 

A summary of the business letter-writing 
problems confronting personnel managers. 
James C. Douthit. ABWA Bul 24: 8-12 D 

A system of grading letters—its application 
to an answer to a complaint. Richard S. 
Perry. ABWA Bul 24: 6-13 O 

Twelve motivation vitamins for business cor- 
respondence classes. Ray W. Arensman 
ory _— W. Maxwell. Coll N & V 13: 

Who says business writing is a waste of time? 
Leslie Llewellyn Lewis. ABWA Bul 23: 
35-37 F 

Widening horizons of business writing. Law- 
rence D. Brennan. J Bus Ed 34: 216 F; 
301-302 Ap 

The worst sample of business writing. 
Pauline Putnam. ABWA Bul 23: 14-16 My 

Writing business letters, rev. ed. J. H. Men- 
ning and C. W. Wilkinson. Irwin. 550 p 

BUSINESS education 

Alertness in business education. Elizabeth T. 
Van Derveer. J Bus Ed 35: 6-7 O 

The big sleep in business education. Enoch 
J. Haga. Bus Educ 1: 19-20 Spring 

A biographical directory of leading business 
educators and their contributions to the 
development of business education in the 
years 1944-54. Sister Rose Miriam Hoh- 
man. Catholic University, M.A. thesis °58; 
N Bus Ed Q 28: 32 O 

Brief notes about business and economic edu- 
cation. Dean R. Malsbary. Amer Bus Ed 
15: 191-92 Mr 

Business education across the nation. Theo- 
dore Yerian. See issues Bus Educ 

Business education and the Conant report. 
Paul S. Lomax. J Bus Ed 34: 234-35 Mr 

Business education and the writings of Paul 
S. Lomax. Jeanne C. Seeger. University 
of Southern California, M.S. thesis °58; N 
Bus Ed Q 28: 65 O 

Business education concepts among selected 
administrators (principals) in North Da- 
kota fully accredited high schools. Donald 
E. Anderson. University of North Dakota, 
M.A. thesis *58 

Business education in technical high schools 
(Texas). Am Voc J 34: 18 F 

Business education: report of survey. L. E. 
Buehring. Nations Sch 64: 63-83 S 

A businessman comments on better business 
education. Walter Emmerling. Amer Bus 
Ed 16: 53-57 O 

A commercial education for New York 
youth. Alice Lanier. H Points 41: 62-63 
Mr 


A comparison of programs of business edu- 
cation in secondary schools and in indus- 
try. Ralph Monay. Indiana University, 
Ph.D. thesis °58; N Bus Ed Q 28: 52-53 O 

Conant no enemy of business education? 
Herbert A. Tonne. J Bus Ed 35: 10-11 O 

Controversial issues in business education. 
Eleanor B. Brown. CBEA Bul 16: 3 My 

Criteria for the use of a school district in 
evaluating its business education program. 


BUSINESS education (continued) 


Department of Public Instruction, Harris- 
burg, Pennsylvania. 12 p 

The degree of acceptance of certain major 
issues in business education by business 
education teachers in lowa. George A 
Chambers. lowa State Teachers College, 
M.A. thesis 58; N Bus Ed Q 28: 12-13 O 

The development of the business department 
in five Catholic high schools for girls in 
the Philadelphia diocesan system of edu- 
cation. Sister Terence Marie Harte. Catho- 
lic University, M.A. thesis °58 

Dynamics of business education. C. T. Hard- 
wick. Cath Bus Ed R 10: 34-41 Ap 

Education for business—a time for reap- 
“7. Elvin S. Eyster. J Bus Ed 34: 194- 


The education of American businessmen. 
Frank C. Pierson and others. J Bus Ed 35: 
114,117 D 

Eighth annual problem clinic. James T. Blan- 
ford. Amer Bus Ed 15: 134-52, 172 Mr 

Essentials of business education to meet cur- 
rent challenges. Paul S. Lomax. Bal Sheet 
41: 52-56, 96 O 

Everybody’s business. A. H. Rice. Nations 
Sch 64: 49-50 § 

Expectation and change. Bernard A. Reed. 
Bal Sheet 41: 110-12 N 

The facts about business education. William 
Selden. Am Voc J 34: 23-24 My 

Gateway challenges. Sister Mary Miuriel. 
Cath Bus Ed R 11: 10-30 N 

Grow in business education know-how and 
sell Americanism to your students. Brother 
J. Alfred. Bal Sheet 40: 195 Ja 

The importance of business education. J 
Marshall Hanna. Bal Sheet 41: 147 D 

The importance of business education to 
academic students. Daniel R. Bonamici. 
Bus Ed Observer 30: 6-7, 23 F 

Integration or diversification in business edu- 
cation? Mary L. Gregory. J Bus Ed 34: 
161-62 Ja 

Is our terminology in business education out- 
moded? J. Howard Nelson. Bus Educ 2: 
6 Fall 

It’s your future. Edwin E. Weeks. Bus Ed 
Observer 30: 3, 16 My 

Job competencies—an approach to the ap- 
praisal of business education. Reginald W. 
Shepherd. Stanford University, ’58 

Let’s sell business education to boys. Ted 
Foraker. Bal Sheet 40: 214-15, 220 Ja 

“List making” as evidence of learning. Her- 
bert A. Tonne. J Bus Ed 35: 112-13 D 

The ninth life of business education. Enoch 
J. Haga. Bus Educ 2: 8-9 Fall 

Place for business education. Hamden L. 
Forkner. Nat Ed Assn J 48: 54-55 My 

Post high school business education. Joseph 
Gunderson. Wisconsin Journal of Educa- 
tion 91: 16-17 Ja 

Praise and appraise your school. Paul S. 
Lomax. J Bus Ed 35: 58-59 N 

Pre-college courses for business students. Bal 
Sheet 40: 271 F 

The present status of business education in 
the Catholic high schools of the archdi- 
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BUSINESS education (continued) 

ocese of Cincinnati, Ohio, 1958. Sister 
Mary Louise Mallifske. Catholic Univer- 
sity, M.A. thesis °58 

Principles and methods in business education, 
3rd ed. Stephen J. Turille. McClure Print- 
ing Company, Staunton, Virginia. 320 p $5 

Problems and trends in business education 
today. Robert F. Hoyer. Wayne State 
University, M.Ed. thesis °58 

Psychology and business education. Justine 
E. Nester. Ohio Bus Tchr 19: 14-16, 60 Ap 

The public has a right to know. Carl W. 
Salser, Jr. Bus Educ 1: 8-9 Spring 

Readability of required textbooks in com- 
merce. Herbert Irwin Balter. University of 
Southern California, M.S. thesis °58 

Recent developments in business. Dean R. 
Malsbary. Amer Bus Ed 15: 196 My 

Relationship of business education to general 
education. Sister Mary Patrick Kennan. 
University of Minnesota, M.A. thesis °58; 
N Bus Ed Q 28: 36-37 O 

Relationship of practices in business educa- 
tion to established objectives. Eleanor B. 
Brown. Pennsylvania State University, 
Ed.D. thesis 58; N Bus Ed Q 28: 8-10 O 

Sanity and balance in business education. 
a L. Forkner. Bal Sheet 41: 148-51 


Sanity and balance in business education— 
a reaction to Dr. Forkner’s article. Arthur 
L. Walker. Bal Sheet 41: 151-53 D 

Sanity and balance in business education—a 
reaction to Dr. Forkner’s article. Edwin 
E. Weeks. Bal Sheet 41: 153-54 D 

The status of business education in the 
diocesan high schools of Buffalo, New 
York, 1955-1956. Sister M. Margaret 
Drexelius. Catholic University, M.A. thesis 


The status of business subjects in the Kansas 
secondary schools for 1956-1957. Charline 
Jeffers Fulton. Emporia (Kan.) State 
Teachers College, M.S. thesis 58; N Bus 
Ed Q 28: 21-22 O 

Students need business education. Gorden 
Yeargan. Kansas Bus Tchr 13: 4 D 

Today’s challenge. Z. S. Dickerson, Jr. Bal 
Sheet 41: 51 O 

Vocational business education for academic 
= William Selden. Bus Educ 2: 4-5 

a 

WAMS and other fiddle faddle. Herbert A. 
Tonne. J Bus Ed 35: 62-63 N 

Wanted: salesmen. James L. Hayes. Cath 
Bus Ed R 10: 7-8 Ap 

What is the role of business education? Sister 
Mary Nivard. Cath Bus Ed R 10: 25-33 Je 

What others are saying. Earl A. Dvorak. 
Delta Pi Epsilon J 2: 13-17 Ap 

Whither are we going in business education? 
Vernon A. Musselman. Bal Sheet 40: 387 


My 
Work simplification—why and how in school. 
Marie V. Iadipaoli. Bus Ed Observer 31: 
14-16 N 
BUSINESS English 
Ask the experts. E. Lillian Hutchinson. See 
issues Today’s Sec 


Business Education Index 


BUSINESS English (continued) 
Better speech through better listening. Gladys 
Vadney Hosey. J Bus Ed 34: 172-73 Ja 
Business English essentials, 2nd ed. Greta 
L. Larson. Gregg. 192 p $2.20 

The development of American textbooks in 
business English and correspondence in 
the secondary school. Rose Marie Rogers. 
University of Pittsburgh, Ph.D. thesis °58; 
N Bus Ed Q 28: 61 O 

Eliminating the errors in written assignments 
for business students. Leonard Himmel- 
mann. Ohio Sch 37: 15, 34 Ap 

How to teach speech in business English. 
James R. Feather. Bus Ed World 39: 20- 
21, 29 Ja 

A manual of style for the preparation of 
papers and reports. Erwin M. Keithley. 
South-Western. 85 p $2 

Pretranscription drills on English funda- 
mentals. Clara Jane Robb. Bus Ed Forum 
14: 13-14 O 

Ways to make English rules stick. Ruthetta 
Krause. Bus Tchr 36: 26 Ap 

Word teasers. E. Lillian Hutchinson. Today’s 
Sec 61: 51 Ja 

BUSINESS law 

Ask the experts. R. Robert Rosenberg. See 
issues Today’s Sec 

Basic business law—text and cases. David S. 
a and Rate A. Howell. Ronald. 912 p 
7.50 


Billboards in corridor and classroom. Irving 
Rosenblum. H Points 41: 42-43 My 

Business law classes sponsor a “law sym- 
posium.” Raymond Christophersen. Bal 
Sheet 41: 106-108 N 

Business law for everyday living, 2nd ed. 
George S. Getz. Prentice-Hall. 448 p $3.60 

Business law poster-playlet. Irving Rosen- 
blum. See issues Bus Ed World 

Business law: principles and cases, 6th ed. 
Harold F. Lusk. Irwin. 950 p 

CPS quickie quiz—business law. Sec 19: 24 
Ja; 14 Ap 

Conditional sales contracts in Indiana. Basil 
Swinford. Ball State C J 30: 5-7, 16 My 

Contributions of business law to general edu- 
cation and the development of course 
materials for use at a state college. Alvin 
P. Pierson. J Bus Ed 35: 136 D 

A critical analysis of business law textbooks 
used by selected schools in New York 
state. Sister Rita Marie McDonald. Cath- 
olic University, M.A. thesis *58; N Bus 
Ed Q 28: 49-50 O 

Derecho practico comercial. Acuna Monte- 
negro. Gregg. 224 p $3.75 

Educational and training requirements for 
teaching business law at the university 
level. Russell Decker. Coll N & V 13: 13- 
15,32 0 

Let law students argue “close” cases. W. 
Kimball Hart, Jr. Bus Ed World 39: 32 


y 
Motivational areas for business law. Ernest 
Carl Hall. Bal Sheet 41: 10-11 S 
Personalize business law for your students. 
spa W. Stone. J Bus Ed 34:. 251-52 
r 
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BUSINESS law (continued) 
Questions that face the business law teacher. 
I. David Satlow. Bus Ed World 40: 32-33 
S 


Some thoughts on teaching business law. 
Theodore Fruehling. Bal Sheet 40: 294-95, 
300 Mr 

A study of the correlation between achieve- 
ment in business law and scores made on 
selected tests of the Iowa tests of educa- 
tional development. James R. Madden. 
University of Southern California, M.S. 
thesis °58 

A study of the techniques used to supplement 
the teaching of business law in the second- 
ary school. Robert Russell. Bus Ed News- 
letter 7: 13-14 O 

A survey of the need for a course of study 
and the development of selected units to 
be used in a course of study for business 
law in the Seattle public schools. Raymond 
Christophersen. University of Washington, 
M.Ed. thesis °58 

Take business law students to the county 
clerk’s office. W. Kimball Hart, Jr. Bus 
Ed World 40: 12-13 D 

Tell them a story. Irving Rosenblum. H 
Points 41: 69 F 

Trials promote interest in law classes. Carol 
G. Flannick. Bal Sheet 40: 256-57 F 

A unit of teaching on contracts on the col- 
lege level. Gerard Saunders. Boston Uni- 
versity, Ed.M. thesis °58 

Use current source materials in business law. 
— A. Ristau. Bus Ed World 40: 5, 


We the jury. Arthur D. Markle. Business 
Teaching Aid L-1, Prentice-Hall. 2 p Free 

Why business law? Fred R. Profeta. Bus Ed 
Observer 30: 4, 25 F 

BUSINESS organization and management 

CPS quickie quiz—business administration. 
Sec 19: 15 F; 21 Jl 

The experience of Industrial Trust and Sav- 
ings Bank in the field of charge account 
banking. William F. Hofmann. Ball State 
Teachers College, M.A. thesis ’58 

Financial organization and management of 
business, 4th ed. Charles W. Gerstenberg. 
Prentice-Hall. 624 p $6.75 

Introduction to’ business, 4th ed. Raymond 
E. Glos and Harold A. Baker. South- 
Western. 692 p $6.50 

Introduction to business: a management ap- 
proach. Arthur M. Weimer. Irwin. 580 p 
$6.50 

Introduction to modern business, 3rd ed. 
Vernon Musselman and Eugene Hughes. 
Prentice-Hall. 630 p $6.95 

The labor-management problem—a new ap- 
proach. W. Naleszkiewicz. Cath Bus Ed 
R 10: 36-40 Je 

Management training and productivity pro- 
grams at Syracuse university. Frank T. 
Paine. Coll N & V 12: 11-14 Mr 

Mortgage lending in Fresno county, Cali- 
fornia, 1946-1947. Sarah G. Bedrosian. 
Fresno State College, M.A. thesis *58 

. The organization totem pole. Kathy Larkin. 

Today’s Sec 62: 23, 65 N » 
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BUSINESS organization and management 

(continued ) 

Organizing and financing business, 6th ed. 
Joseph Bonneville and others. Prentice- 
Hall. 381 p $6.75 

Recent developments in finance. Allen O. 
Felix. Amer Bus Ed 15: 225-28 My 

Recent developments in industrial adminis- 
tration. Leon J. Dunn. Amer Bus Ed 15: 
229-35 My 

Recent developments in real estate. William 
N. Kinnard. Amer Bus Ed 15: 253-56, 
269 M 

Recent developments in small business man- 
agement. Wendell O. Metcalf. Amer Bus 
Ed 15: 263-68 My 

Some thoughts on management. Edmund F. 
Ball. Ball State C J 31: 3-5, 15 N 

Specialized or general education for poten- 
tial retailing executives? Karen R. Gilles- 
pie. Delta Pi Epsilon J 2: 8-15 Je 

A statistical analysis of stock market fluctu- 
ations for a selected stock. Vernon W. 
Stone and Charles M. Brown. Maryland 
State College, °58 

What are the objectives of introduction to 
business textbooks? James R. Parks. Bus 
Ed World 40: 26-27 O 

BUSINESS schools 

The case for legislation. Robert B. Eadie. 
Bus Sch Exec 15: 27-29 Mr 

The Dean Sweetland proposal for unification. 
Bus Sch Exec 15: 11-12, 23 Mr 

The development of a night school curricu- 
lum for a private business school. Milton 
Cagan. New York University, Ed.D. thesis 
58; J Bus Ed 34: 174 Ja 

Future of private business schools. Clem 
Boling. Amer Bus Ed 16: 87-89 D 

New horizons and the search for new stand- 
ards for NACBS. Harold B. Post and 
others. Bus Sch Exec 15: 5-10 Mr 

The regulation of proprietary schools in the 
United States. William J. Hamilton. J Bus 
Ed 34: 174 Ja 

State licensure and registration laws appli- 
cable to private business schools in the 
United States of America and the extent of 
their acceptability. Clyde E. Klinger. Penn- 
sylvania State University, Ed.D. thesis 58 

A study of the students attending the private 
business schools of Minnesota. Russell D. 
Madsen. University of Minnesota, M.A. 
thesis °58; N Bus Ed Q 28: 47 O 

Why not a reftind policy? A. Raymond -Jack- 
son. Bus Sch Exec 15: 13-14 Mr 

With the private business schools. Larry L. 
Luing. See issues Bus Tchr 

BUSWELL, G. T. 

Solving problems in arithmetic. Ed 79: 287- 

90 Ja 
BUTLER, Patrick G. 

Motivational devices for use in teaching 
general business. San Jose State College, 
M.A. thesis 58; N Bus Ed Q 28: 10 O 

BYERS, Edward E. 

Construction of tests predictive of success 
in first-year shorthand. Boston University, 
Ed.D. thesis *58; J Bus Ed 34: 303 Ap; 
N Bus Ed Q 28: 10-11 O 
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BYERS, Edward E. (continued) 
Shorthand aptitude tests. Allied. 18 p $.50 
Shorthand drop-outs can be predicted. Bus 
Educ 1: 16-17 Winter 


C 


CAGAN, Milton 
The development of a night school curricu- 
lum for a private business school. New 
York University, Ed.D. thesis °58; J Bus 
Ed 34: 174 Ja 
CAHN, William 
The impact of automation. Today’s Sec 61: 
100-105 Ap 
CAIN, Marietta 
Group work—an essential teaching media 
for trait development. Bal Sheet 41: 103- 
104 N 
This matter of “mailability.” Typ News 29: 
2, 8 


CALDER, Edith Anne 
A study of the extent to which objective 
tests may be used to measure shorthand 
skills. University of Washington, M.Ed. 
thesis *58 
CALDER, William 
See Roberts, Margaret S. 
CALLAHAN, Holina 
Methods and problems of teaching “type- 
writing in junior high school. Wayne State 
University, M.Ed. thesis *58 
CAMERON, Robert M. 
Department store executives come from high 
schools. Bus Ed World 40: 38, 43 N 
CAPEHART, Bertis E. and Margaret McNish 
Typewriter as an instructional tool: what re- 
search says. National Elementary Principal 
38: 23-26 F 
CARLSON, Arthur E. 
Drills and problems in bookkeeping and ac- 
counting. South-Western. 57 p $1 
CARMICHAEL, Vernal H. 
The importance of penmanship in developing 
shorthand skill. Bus Ed Forum 14: 20, 
27 D 
CARPENTER, Leonard and Fred E. Winger 
Type right (in 20 hours or less). Allied. 28 
p $5.75 
CARR, Frances 
Readability of office machine textbooks. Uni- 
versity of Southern California, M.S. thesis 
"58 


CARRITHERS, Wallace M. 
How to be treasurer of a small, non-profit 
club or organization. Office 50: 110-20 


CARTER, Fairchild H. 

Trends in distribution and the implications 
for vocational distributive education on 
the secondary school level. University of 
Minnesota, M.A. thesis *58; N Bus Ed Q 
28: 11 O 

CASEBIER, Eleanor 
Mail that letter! Cath Bus Ed R 10: 47-54 F 
CASPARIAN, Andrew James 

A business teacher’s annotated bibliography 
on extracurricular activities. University of 
Southern California, M.S. thesis °58; N 
Bus Ed Q 28: 12 O 


Business Education Index 


CASTEL, George 
The application gets the job. Bal Sheet 40: 


202-204 Ja 

An eight-to-five summer. J Bus Ed 34: 285- 
86 Ap 

What seniors don’t know can hurt them. Bus 
Ed World 39: 11, 44 Ap 


CASTLES, Elwood D. 

The problem of heterogeneity in the adult 

shorthand class. Bus Tchr 37: 26 S-O 
CERTIFIED professional secretaries 

Are you promoting secretarial competence? 
George A. Wagoner. Office Exec 34: 30 D 

Certified professional secretary. George A. 
Wagoner. See issues Sec 

CPS—its challenge. Yvonne Lovely. Sec 19: 
28-29 O 

Planning for, studying for, and taking the 
CPS examination successfully. Elizabeth 
K. Fisher. Sec 19: 10, 27 D 

What's behind CPS? Kathy Larkin. Today’s 
Sec 62: 15, 53 O 

CETERSKI, Esther 

An elementary school teacher takes a look at 

typewriting. Bus Ed Forum 14: 13-14 N 
CHAMBERS, George A. 

The degree of acceptance of certain major 
issues in business education by business 
education teachers in lowa. lowa State 
Teachers College, M.A. thesis "58; N Bus 
Ed Q 28: 12-13 O 

CHAMPION, John Mills 

A method of predicting success of commerce 

students. Dissertation Abstracts 19: 2134 
CHAPAITIS, William J. 

Mechanics and a mechanical suggestion. Bal 

Sheet 40: 432 My 
CHENEY, Helen 

A nine-year-old ‘_r, to type. Systems for 

Ed 5: 6-7 My- 
CHINNOCK, E. M. 

Selection and placement of office trainees. J 

Bus Ed 34: 212-13 F 
CHRISTOPHERSEN, Raymond 

Business law classes sponsor a “law sym- 
posium.” Bal Sheet 41: 106-108 N 

A survey of the need for a course of study 
and the development of selected units to 
be used in a course of study for business 
law in the Seattle public schools. Univer- 
sity of Washington, M.Ed. thesis °58 

CLARK, Gwendolyn 

A follow-up study of the Holgate, Ohio, high 
school graduates for the years 1951-1957. 
Ohio State University, M.A. thesis ’58 

CLARK, Marshall 

A study of the readability level of typewriting 
textbooks. University of Southern Cali- 
fornia, M.S. thesis *58 

CLARK, Vernon, Jr. 

An instructional manual for fluid duplication. 
University of Southern California, M.S. 
thesis °58 

CLEARY, Joseph B. 

Let’s sell personal-use shorthand. J Bus Ed 
35: 18-20 O 

We analyzed the mailable (?) letter. J Bus 
Ed 34: 165-67 Ja 

CLERICAL training 
Administering the high school clerical pro- 
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CLERICAL training (continued) 


gram. R. D. Balthaser. N Bus Ed Q 28: 
38-44 D 

An analysis of the duties of clerical em- 
ployees in the American steel and wire 
division of the United States steel corpora- 
tion, Worcester, Massachusetts. Frances 
Angela Pronski. Boston University, Ed.M. 
thesis “57; N Bus Ed Q 28: 58 O 

Applying for, holding, and advancing on the 
clerical job. Mary L. Bell and Russell 
Sicklebower. Amer Bus Ed Y 16: 229-42 

Arithmetic in the clerical program: the im- 
portance of business arithmetic in the 
clerical program. Leslie J. Whale. Amer 
Bus Ed Y 16: 115-22 

Attitudes and personality traits essential for 
clerical employment. Parker Liles. Amer 
Bus Ed Y 16: 33-51 

Basic business areas that support clerical 
understandings. Harold B. Gilbreth. Amer 
Bus Ed Y 16: 206-16 

Basic clerical practice, 2nd ed. Emma K. 
+0 and Marie Reynolds. Gregg. 384 p 
4.48 

Class organization. Marian J. Collins. Amer 
Bus Ed Y 16: 247-68 

Classroom facilities and layout. Sister Mary 
Kathleen. Amer Bus Ed Y 16: 416-24 

Clerical bookkeeping for clerical workers. 
Enos C. Perry. J Bus Ed 35: 129-30 D 

— job evaluation. Office Exec 34: 12- 


Clerical payroll procedures, 3rd ed. John A. 
Pendery. South-Western. 134 p $1.32 

The clerical program in business education. 
American Business Education Yearbook, 
Vol. XVI, 1959. Harry Huffman, ed. Joint 
Publication Commission of the Eastern 
Business Teachers Association and the Na- 
tional Business Teachers Association. New 
York University Bookstore, 18 Washington 
Place, New York 3, New York. 470 p 
$3.75 

The clerical program in the large high school. 
Fred C. Archer. Amer Bus Ed Y 16: 425- 
37 

The clerical program in the small high 
school. Dorothy L. Travis. Amer Bus Ed 
Y 16: 438-50 

Clerical program teaching—challenges and 
rewards. Anne Scott Daughtrey. N Bus Ed 
Q 28: 7-11 D 

Clerical record keeping. Harold Baron and 
Solomon C. Steinfield. South-Western. 570 
p $3.80 

Clerical recordkeeping. Joseph J. Zabornik. 
Amer Bus Ed Y 16: 129-45 

Cooperative business education programs. 
Margaret Andrews and Marguerite Crum- 
ley. Amer Bus Ed Y 16: 334-52 

Curriculum and courses of study. Fred S. 
Cook. Amer Bus Ed Y 16: 378-90 

Employment trends of importance to the 
general clerical teacher. Marian Darst. 
Bus Ed Forum 14: 24-25 N 

Extending the classroom experience in teach- 
ing clerical practice. James G. Brown. Bus 
Ed Forum 14: 24-25 O 

Fifteen suggestions for clerical practice 
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CLERICAL training (continued) 


classes. Sherwood Friedman and Jack 
Grossman. Bus Ed Forum 13: 7-10 F 

Five ways to make clerical practice a “real” 
experience. Robert I. Place. Bus Ed Forum 
13: 32 Ja 

General clerical procedures, 3rd ed. John G. 
Kirk, Maurice L. Crawford, and Mark H. 
Quay: Prentice-Hall. 292 p $3.40 

How our school started a clerical program. 
aan B. Edwards. N Bus Ed Q 28: 12-15 


How the clerical program helps the student, 
the school, and the community. Emma K. 
Felter. N Bus Ed Q 28: 3-6 D 

How the clerical program teacher gets help 
from other teachers. Rex C. Toothman. N 
Bus Ed Q 28: 16-19 D 

How to select the course content for clerical 
practice. oy C. Archer. N Bus Ed Q 28: 
27-32, 72 D 

How to teach clerical practice. W. A. Allee 
and Elizabeth Seufer. N Bus Ed Q 28: 33- 
37, 44 D 

Intensive clerical and civil service training, 
3rd ed. Robert Fisher. South-Western. 204 
p $1.60 

Methods of teaching clerical practice classes. 
— M. Brady. Amer Bus Ed Y 16: 269- 

4 

Modern clerical practice, 2nd ed. Sherwood 
Friedman and Jack Grossman. Pitman. 
$3.60 

A practical general clerical course. Ralph 
Snyder. Bus Ed Forum 13: 14-16 F 

The preparation of job instruction sheets. 
Raymond F. Brecker. Amer Bus Ed Y 16: 
285-94 

Principles for administering the clerical pro- 
gram. Arthur L. Walker. Amer Bus Ed Y 
16: 391-402 

Principles for starting a clerical program. 
Harry Huffman. Amer Bus Ed Y 16: 373- 
77 


Resources for the clerical program. Charles 
Robinson. N Bus Ed Q 28: 53-77 D 

Routine and nonspecialized skills. I. David 
Satlow. Amer Bus Ed Y 16: 107-14 

SP plus CP equals what? George E. Milham. 
Bus Ed World 39: 9, 39 Je 

A scientific approach to clerical cost control. 
H Van Gorder. Amer Bus Ed Y 16: 
24-32 

Standards for student progress in the class- 
room. Edward Tutak. Amer Bus Ed Y 16: 
318-33 

Subject matter in business arithmetic in the 
clerical program. Ruth Twiss. Amer Bus 
Ed Y 16: 122-28 

Successful devices in teaching clerical prac- 
tice. Jane F. White and Thadys I. Dewar. 
Walch. 223 p $2.50 

Summing up the clerical program. Amer Bus 
Ed Y 16: 467-70 

Teacher education for the clerical program. 
Helen B. Borland. Amer Bus Ed Y 16: 
451-66 

Today’s clerical training. Leonard J. Porter. 
Business Teaching Aid H-1, Prentice-Hall. 
2 p Free 
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CLERICAL training (continued) 

Understanding the clerical student—a case 
approach. Eleanor B. Brown and Jerome 
Kalik. N Bus Ed Q 28: 45-48 D 

The use of audio-visual aids. Charles Robin- 
son. Amer Bus Ed Y 16: 295-317 

The use of community resources. Maxie Lee 
Work and Robert J. Ruegg. Amer Bus Ed 
Y 16: 353-67 

A validation of tachistoscopic training for 
clerical workers. Arthur C. MacKinney. 
Personnel Psychology 11: 12-23 °58 

What basic courses in the high school clerical 
program? Harold Baron. N Bus Ed Q 28: 
20-26 D 

What is the difference? E. L. Marietta. Bus 
Ed Forum 14: 23, 34 D 

What the clerical practice teacher can teach 
about the punched or magnetic tapes or 
cards. Russell Sicklebower. N Bus Ed Q 
28: 49-52, 72 D 

What the clerical program is. Harry Huffman 
and Jeffrey R. Stewart, Jr. Amer Bus Ed 
Y 16: 7-15 

Will office automation eliminate the need for 
the clerical training course? Herbert A. 
Tonne. J Bus Ed 34: 280-81 Ap 

CLEVELAND, Edna 

A random survey of office employees in 
Waupun, Wisconsin, relative to education 
and employment experiences. University 
of Wisconsin, M.S. thesis °58; N Bus Ed Q 
28: 13-14 O 

CLYNES, William F. , 
The teacher and business education. Bal Sheet 
1: 99 N 


COFFIN, Kenneth B. 
A course for legal secretaries. Bus Tchr 36: 
26 Mr 
COGHLAN, Beth 
Your school can provide special facilities for 
ao education. Bus Ed Forum 14: 
COHEN, Arnold 
Why not court reporting? wu Sch Exec 
Digest 1: 8-10 N 
COHEN, Jerome B. 
Decade of decision. Institute of Life Insur- 
ance, New York 22, New York. 55 p ’58 
COLE, Lois Helen 
The bulletin board and the shorthand class. 
Bus Ed Forum 13: 27-28 Ja 
COLLEGES and universities 
Administering business education at the grad- 
uate level—curricular problems. M. Her- 
bert Freeman. N Bus Ed Q 27: 32-35, 39 
My 
Administering business education at the grad- 
uate level—noncurricular problems. Peter 
L. Agnew. N Bus Ed Q 27: 36-39 My 
Administering business education in liberal 
arts colleges—curricular problems. Fred 
S. Cook. N Bus Ed Q 27: 25-27, 39 My 
Administering business education in liberal 
arts colleges—noncurricular problems. 
Estelle L. Popham. N Bus Ed Q 27: 28-31 
M 


Administering business education in univer- 
sity schools or colleges of business ad- 
ministration—curricular problems. 
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COLLEGES and universities (continued) 
Kendrick Bangs. N Bus Ed Q 27: 13-16 
My 
Administering business education in univer- 
sity schools or colleges of business admin- 
istration—noncurricular problems. Mearl 
R. Guthrie. N Bus Ed Q 27: 17-20, 24 


y 

Administering business education in univer- 
sity schools or colleges of education—cur- 
ricular problems. John H. Moorman. N 
Bus Ed Q 27: 21-24 My 

Administering business education on _ the 
college and university level. Vernon V. 
Payne. N Bus Ed Q 27: 3 My 

An analysis of the business administration 
and business education programs offered 
in five institutions of higher education in 
the state of New Mexico. Gladys R. Shaw. 
New Mexico Highlands University, M.A. 
thesis ’58 

Case studies of seven limited ability college 
students to determine their employability 
after special job training. Donna Belle 
Sams. University of Michigan, M.S. thesis 
58; N Bus Ed Q 28: 63-64 O 

Changing objectives in business education 
on the collegiate level in the United States 
from 1899 to 1954. Dorothy E. Lee. New 
York University, Ph.D. thesis 58; N Bus 
Ed Q 28: 46 O 

College teachers take a look at typewriting. 
Donald J. Tate and Kenton E. Ross. Bus 
Ed Forum 14: 19-20, 25 N 

Collegiate education in accounting. Robert 
H. Van Voorhis. Coll N & V 13: 15-22 D 

Community survey of curriculum objectives 
in a small college. Vernon W. Stone. Coll 
N & V 13: 9-12 O 

A determination of what instruction should 
be included in a management course at 
the United States air force academy. Her- 
man Louis Gilster. University of Denver, 
M.B.A. thesis °57; N Bus Ed Q 28: 23- 
24 O 

A follow-up study of secretarial studies grad- 
uates of the university of Texas—1954 
through 1957. Juanita Allene O’Brien. Uni- 
versity of Texas, M.B.A. thesis *58 

Higher education for business. Robert A. 
Gordon and James E. Howell. J Bus Ed 
35: 115-17 D 

Is college teaching the career for you? Ethel 
Hale. Bus Ed World 40: 24-25 N 

Selection of the content of a collegiate course 
in insurance. Stanley Young. New York 
University, Ed.D. thesis *58 

Some recommended areas of study for a 
management curriculum geared to the 
potential office manager based on a job 
analysis of office managers. Frank D. 
Ferguson. J Bus Ed 35: 35 O 

A study of entering freshmen in the business 
department of Kansas state teachers col- 
lege, Pittsburg, for the year 1956-57. 
William H. Pesek. Pittsburg (Kan.) State 
Teachers College, M.S. thesis °58; N Bus 
Ed Q 28: 560 

A study of the effect of background in mathe- 
matics upon achievement in a _ college- 
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COLLEGES and universities (continued) 
level calculating machines course. Ken- 
neth E. Martin. Emporia (Kan.) State 
Teachers College, M.S. thesis *58 
There is challenge enough for all! Charles 
E. Palmer Bal Sheet 41: 3 S 
A unit of teaching of contracts on the 
college level. Gerard Saunders. Boston 
University, Ed.M. thesis *58 
COLLINS, L. M. 
The clerical worker of the future. Amer Bus 
Ed Y 16: 81-92 
Education of office managers. 
34: 61 My 
COLLINS, Marian J. 
— organization. Amer Bus Ed Y 16: 247- 
8 
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COMMUNICATIONS 

Break through the communications barrier. 
E. C. McGill. Ohio Sch 37: 10-11 S 

How to find the common denominator in 
communication. Raymond Dreyfack. Of- 
fice Mgt 20: 59-63, 71 O 

The magic words that get things done. Jack 
Bedford. Office Mgt 20: 40-41 D 

Making friends by telephone. J. W. Beach. 
Sec 19: 20-21 F 

Niceties and oddities of communications. 
Leonard J. Porter. Business Teaching Aid 
C-5, Prentice-Hall. 2 p Free 

Office communication activities and skills. 
Kenneth Zimmer. Amer Bus Ed Y 16: 
197-205 

Office communications. Wilson Ashby. Bus 
Ed Forum 13: 8 My 

Recent developments in communications— 
postal. J. B. DeMott. Amer Bus Ed 15: 
212-14, 241 My 

Recent developments in communications— 
telegraph. E. F. Sanger. Amer Bus Ed 15: 
215-17, 272 My 

Recent developments in communications— 
telephone. William R. Greiling. Amer Bus 
Ed 15: 218-21 My 

Standards of communication from: manage- 
ment to office employees. Eleanor Maliche. 
Bus Ed Forum 13: 12-15 My 

Standards of communication from: office 
employees to management. Frank Gil- 
mer, Jr. Bus Ed Forum 13: 9-10 My 

Standards of communication from: the line 
or production employee to the office. Mary 
_ Griffin. Bus Ed Forum 13: 10-12 


y 

Standards of communication from: the office 
to line or production employees. J. Curtis 
Hall. Bus Ed Forum 13: 15-17 My 

Technical and commercial colleges and the 
art of communications. A. C. Leyton. Inter 
R for Bus Ed 54: 21-25 N 

The “U” in communications. 
bour. Sec 19: 22-23 N 

COMMUNITY resources 

A study of the community resources supple- 
menting the text materials in teaching gen- 
eral business in Robert E. Lee high school, 
Baytown, Texas. Johnie Barnett Pun- 
chard. University of Houston, Ed.D. thesis 
"58 

The use of community resources. Maxie Lee 


Marjorie Ar- 
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COMMUNITY resources (continued) 
Work and Robert J. Ruegg. Amer Bus Ed 
Y 16: 353-67 
CONCANNON, Nancy 
Training in industry: for what—for whom? 
Cath Bus Ed R 10: 13-18 Ap 
CONDON, Arnold and Rowena Wellman 
Shorthand modified. Brown. Book I, 124 p 
$2.75; Book II, 172 p 7 
CONSUMER edvestion 
Considerations for the — Ernest 
Walker. Amer Bus Ed 15: 188-90 Mr 
Consumer economics, principles and prob- 
lems, 2nd ed. Fred T. Wilhelms and 
Ramon P. Heimerl. Gregg. 544 p $4.64 
An evaluation of free and inexpensive ma- 
terials for instruction in consumer educa- 
tion. John S. Mitro. Boston University, 
Ed.M. thesis 58; N Bus Ed Q 28: 51 O 
Everyday consumer business. Wesley E. Scott 
and others. Prentice-Hall. 420 p $3.76 
Fiber to fabric, 3rd ed. M. David Potter 
_ _—— P. Corbman. Gregg. 384 p. 





Put the consumer in consumer economics. 
oo J. Haga. Bus Ed World 40: 29, 

Recent developments in consumer economics. 
Arch W. Troelstrup. Amer Bus Ed 15: 
222-24, 241 My 

A study of the spending characteristics of a 
sampling of visitors to the Eisenhower 
museum in Abilene, Kansas, and other 
related matters. Don C. Steffes. Emporia 
aa State Teachers College, M.S. thesis 


A survey of consumer education in Min- 
neapolis South high school. Richard A. 
Hovelsrud. University of Minnesota, M.A. 
thesis °58 

Teaching about the better business bureau. 
a Leo V. Ryan. Bal Sheet 41: 57, 


The winding road of consumer credit. Tay- 

7 . Morris, Jr. Bus Ed World 39: 17, 
COOK, Fred S. 

Administering business education in liberal 
arts colleges—curricular problems. N Bus 
Ed Q 27: 25-27, 39 My 

Curriculum and courses of study. Amer Bus 
Ed Y 16: 378-90 

a horizons. Office Exec 34: 48-49 


and Jack Yuen 
How much skill in a summer course? Bus 
Tchr 36: 31 Ap 
—— Phyllis C. Morrison, J. M. Trytten, and Leslie 
J. Whale 
Gregg junior high typing. Gregg. 224 p $3.20 
COONRAD, Harold A. 
The interview in business education research. 
N Bus Ed Q 27: 11-16 Mr 
COOPER, Barbara Owens 
A study of the influence of predictive factors 
in typing meaningful and nonsense mate- 
rials. University of Southern California, 
M.S. thesis *58 
CO-OPERATIVE education 
Co-operative business education in Marietta 
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CO-OPERATIVE education (continued) 
high school. Ernest D. Petitto. Ohio Bus 
Tehr 19; 20-22 Ap 
Cooperative business education programs. 
Margaret Andrews and Marguerite Crum- 
ley. Amer Bus Ed Y 16: 334-52 
Co-operative office education for the average 
student? Robert T. Addison. Ohio Bus 
Tchr 19: 23-25 Ap 
The cooperative part-time trainees job in 
women’s ready-to-wear and selected job 
study guides. Charles R. White. University 
of Minnesota, M.A. thesis 58; N Bus Ed 
Q 28: 71 O 
Job adjustment problems of beginning work- 
ers as seen by employers and on-the-job 
trainers of cooperative part-time trainees. 
Clifford H. Wiklund. University of Min- 
nesota, M.A. thesis °58 
Job adjustment problems of beginning work- 
ers as seen by trainees in the cooperative 
part-time work experience program. Rob- 
ert Johnson. University of Minnesota, 
M.A. thesis 58 
The role of the coordinator in the cooperative 
office work experience program. Cecilia 
M. Walczak. Wayne State University, 
M.Ed. thesis *58 
Training placements of cooperative part- 
time students in relation to opportunities 
in distribution. (Central states region, 
1956-57.) Peter G. Haines and Harland 
E. Samson. Iowa State Teachers College, 
57 
A venture in cooperative planning. Mar- 
guerite Wood. Bal Sheet 40: 296-97 Mr 
COPELAND, Ivy and Ethel Hart 
Career planning can be fun—a skit. Bus Ed 
World 39: 17, 38 Ap 
COPEMAN, W. A. 
Education and insurance. Inter R for Bus Ed 
54: 13-21 N 
CORBMAN, Bernard P. 
See Potter, M. David 
CORRIGAN, Joe B. 
Select your speed for dictation! J Bus Ed 35: 
-65 N 
CRAIG, David S. and Rate A. Howell 
Basic business law—text and cases. Ronald. 
912 p $7.50 
CRANK, Doris Howell 
Balancing technical and human values in 
business. Office 49: 164-68 Ja 
and Floyd L. Crank 
Building control in typewriting. classes. Bus 
Ed Forum 14: 21-22 D 
Imperatives in planning the secondary school 
business education curriculum. Bal Sheet 
40: 343-46, 350 Ap 
CRANK, Floyd L. 
Improving basic business. Bus Ed Forum 13: 
4 Mr 
Improving the basic business program: de- 
velop concepts, understandings, attitudes. 
Bus Ed Forum 13: 7-9 Mr 
See also Crank, Doris H. 
CRAWFORD, Maurice L. 
See Kirk, John G. 
CRAWFORD, T. James 
See Lessenberry, D. D. 
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CRAWLEY, Kermit 
Would you hire your own student? Bus Ed 
Forum 13: 17, 42 F 
CRONHJORT, Bertel 
Business education in Finland. Bus Ed 
Forum 13: 17-19 Ja 
CROSBY, Otis A. 
Office in Hometown. Nations Sch 64: 84-87 


S 
CRUMLEY, Marguerite 
See Andrews, Margaret 
CULVER, Gordon Franklin 
An analysis of student-teaching experiences 
in selected high school business subjects. 
University of Nebraska, Ed.D. thesis °58; 
J Bus Ed 34: 263 Mr; N Bus Ed Q 28: 
14-15 O 
CURRICULUM 
Administering business education at the 
graduate level—curricular problems. M. 
Herbert Freeman. N Bus Ed Q 27: 32-35, 
39 My 
Administering business education in colleges 
for teacher education—curricular prob- 
a E. C. McGill. N Bus Ed Q 27: 5-8 


Administering business education in_lib- 
eral arts a gy yy problems. 
Fred S. Cook. N Bus Ed Q 27: 25-27, 39 


My 

Administering business education in univer- 
sity schools or colleges of business admin- 
istration—curricular problems. F. Kendrick 
Bangs. N Bus Ed Q 27: 13-16 My 

Administering business education in univer- 
sity schools or colleges of education—cur- 
ricular problems. John H. Moorman. N 
Bus Ed Q 27: 21-24 My 

An analysis of the curricula and related 
practices of forty-three high schools in 
south Texas. Walter Lamar Fly. University 
of Texas, M.Ed. thesis ’58 

The business curriculum—what is its future? 
R. S. Perry and S. J. Wanous. N Bus Ed 
Q 27: 40-49 My 

Business education curriculums in Pennsyl- 
vania. William Selden. Bal Sheet 40: 244- 
48 F 

The clerical program in the large high school. 
Fred C. Archer. Amer Bus Ed Y 16: 
425-37 

The clerical program in the small high 
school. Dorothy L. Travis. Amer Bus Ed 
Y 16: 438-50 

College entrance requirements dominate the 
high school curriculum. Herbert A. Tonne. 
J Bus Ed 34: 196-97 F 

A critical analysis of secretarial programs of 
study in Connecticut secondary schools of 
medium size. Marie M. Stewart. University 
of Connecticut, Ph.D. thesis *58; J Bus 
Ed 34: 263-64 Mr 

Curriculum and courses of study. Fred S. 
Cook. Amer Bus Ed Y 16: 378-90 

A curriculum prepares for an industrial com- 
munity. James F. Tucker. J Bus Ed 34: 
253-54 Mr 

An evaluation of business curriculum prac- 
tices in selected Catholic secondary schools 
of the middle Atlantic states 1956-1957. 
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CURRICULUM (continued) 

Sister Mary Thaddeus Budd. Catholic 
University, M.A. thesis ’58 

An evaluation of the business education cur- 
riculum of Graham high school, Cham- 
paign county, Ohio. Nellie Brinnon Picker- 
ing. Ohio State University, M.A. thesis 
°58; N Bus Ed Q 28: 56-57 O 

High school business curricula. E. C. McGill. 
J Bus Ed 35: 31-33 O 

Imperatives in planning the secondary school 
business education curriculum. Doris H. 
Crank and Floyd L. Crank. Bal Sheet 40: 
343-46, 350 Ap 

In case you get around to curriculum. Helen 
H. Green. Bus Ed World 39: 13-15, 28 Je 

Let’s examine our curricula and provide for 
individual differences. Vernon Musselman. 
Ball State C J 30: 3-4, 17 F 

Silk purse or sow’s ear? James L. Hayes. 
Cath Bus Ed R 10: 8-9 F 

A study of the East Richland high school 
business education curriculum. James 
McWilliams. Eastern Illinois University, 
M.S. thesis *58 

Utilizing the department evaluation for cur- 
riculum improvement. Paul F. Muse. Amer 
Bus Ed 16: 94-100, 109 D 

What basic courses in the high school clerical 
program? Harold Baron. N Bus Ed Q 28: 
20-26 D 

CURTIN, Rita 

The relationship between selected factors and 
difficulty of dictated material. University 
of Minnesota, M.A. thesis °58; N Bus Ed 
Q 28: 150 


D 


DALE, Richard and others 
Sponsoring a business club. J Bus Ed 35: 
23-25 O; 81-82 N 
DANNENBERG, Raymond A. 
Christmas sales training—a natural. Amer 
Bus Ed 16: 90-92 D 
DARST, Marian 
Employment trends of importance to the 
general clerical teacher. Bus Ed Forum 
14: 24-25 N 
DAUGHTREY, Anne Scott 
Clerical program teaching—challenges and 
rewards. N Bus Ed Q 28: 7-11 D 
DaVALL, George M. 
See Ernest, John W. 
DAVIDSON, Donald Lloyd 
A study of requirements for and deficiencies 
of beginning office workers in selected 
Waterloo industries. Iowa State Teachers 
College, M.A. thesis *58 
DAVIDSON, Magdalen 
The personal qualifications needed for suc- 
cess in a business office. Wayne State Uni- 
versity, M.Ed. thesis *58 
DAVISON, E. and others 
Economics in professional studies. Inter R 
for Bus Ed 53: 52-58 Ap 
DAWE, Jessamon 
An explanation of the objectives and pro- 
cedures of business-writing courses as 
taught in the college of business admin- 
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DAWE, Jessamon (continued) 
istration, university of Texas. ABWA Bul 
23: 9-13 My 
Grading an order acknowledgment with 
some unusual features. ABWA Bul 23: 
13-18 Ja 
DAY, Sanford 
A study of problems related to grading in 
typewriting. Bus Ed Newsletter 6: 5-6 Ap 
DECKER, Russell 
Educational and training requirements for 
teaching business law at the university 
level. Coll N & V 13: 13-15, 32 O 
DEITZ, Jim 
Motivation in the typewriting classroom. Bus 
Ed Forum 14: 14-15 N 
DELANEY, Arthur A. 
A meaningful approach to the teaching of 
inflation. Bal Sheet 41: 109, 112 N 
DELTA Pi Epsilon 
Business education index—1958. Louis C. 
Nanassy, ed. Gregg. 62 p 
Delta Pi Epsilon film evaluations. Anthony 
R. Lanza. J Bus Ed 34: 217 F 
DeMOND, A. A. 
Teaching by TV can be effective and eco- 
nomical. Nations Sch 64: 88-89 §S 
DEMOTT, J. B. 
Recent developments in communications— 
postal. Amer Bus Ed 15: 212-14, 241 My 
DEMPSEY, Audrey 
Hand in hand—business and business educa- 
tion. Bus Ed Forum 13: 35 Ja 
de PUMARADA, Celeste O'Neill 
Transcription acquaints students with com- 
munity. J Bus Ed 34: 325-27 My 
DEWAR, Thadys I. 
See White, Jane F. 
DICKERSON, Z. S. 
Today’s challenge. Bal Sheet 41: 51 O 
DICKEY, Robert I. 
See Walker, Lauren 
DICTATION 
Copying behind during dictation. E. C. 
Poulton. Journal of Experimental Psy- 
chology 10: 48-55 °58 
Dial for dictation. Maura Mara. Today’s Sec 
62: 22-23, 59 S 
Dictating at “in-between” rates of speed. 
Ruth Larson. Bal Sheet 40: 396-97 My 
Dictation by phone. Carroll H. Blanchard, 
Jr. Bus Ed World 39: 15-16, 33 F 
Dictation transcript — Today’s Secretary. 
See issues Bus Ed rid 
The four arts of esthand teaching—the’ art 
of dictating. John L. Rowe. Bus Ed World 
40: 15-16, 39 O 
Here are your shorthand dictation speed 
tests. See issues Bus Tchr 
New dictation material. Robert Taylor. See 
issues Bus Educ 
New-matter dictation with previews. Charles 
B. Hicks. See issues Bus Ed World 
One for the records. Maura Mara. Today’s 
Sec 62: 28 O 
The relationship between selected factors and 
difficulty of dictated material. Rita Curtin. 
University of Minnesota, M.A. thesis °58; 
N Bus Ed Q 28: 15 O 
A study of how the dictation material in the 
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DICTATION (continued) 
basic Gregg shorthand simplified textbooks 
may contribute to job competency. Eleanor 
Tubbs. J Bus Ed 34: 303 Ap 
DiLORETO, Antonette E. 
Views on business training at the junior high 
school level. Bus Educ 2: 18-20 Fall 
and Julia Sheehan 
Teacher-training students discuss their teach- 
ing experiences. Bal Sheet 40: 199, 201 Ja 
DISTRIBUTIVE education 

Adult distributive education sets the pace for 
high school de students. Vernon R. Maack. 
H Sch J 42: 215-17 Mr 

Advisory committee in distributive education. 
Carl Arnspiger. H Sch J 42: 198-200 Mr 

An analysis of distributive education pro- 
grams in the Peoria and Springfield school 
systems. Alfred Joseph Somers. Illinois 
State Normal University, M.A. thesis °58 

Career opportunities in the retail food in- 
dustry. Charles Pappas and W. Fred 
Totten. Am Voc J 34: 24-26 F 

Christmas sales training—a natural. Ray- 
mond A. Dannenberg. Amer Bus Ed 16: 
90-92 D 

A concept of education for distribution. 
John A. Beaumont. Delta Pi Epsilon J 2: 
8-12 Ap 

Co-ordineering. William B. Logan. Bus Ed 
Forum 13: 25-26 F 

Department store executives come from high 
schools. Robert M. Cameron. Bus Ed 
World 40: 38, 43 N 

The determination of an acceptable selection 
procedure for distributive education stu- 
dents in the Idaho Falls senior high school. 
Ray W. Heley. University of Idaho, ’58 

Distributive adult education offerings in cities 
of 200,000 and over. William Becker. Uni- 
versity of Minnesota, M.A. thesis °58 

Distributive ed in South Carolina. Am Voc 

J 34: 15 My 
Distributive education and the shopping 
center. Roy Simon. Bus Ed Observer 30: 
My 





Distributive education coordination integrates 
several factors. Robert Al Smith. Bus Ed 
Forum 14: 25 D 

Distributive education faces new challenges. 
mga J. Donaldson. H Sch J 42: 218-24 

r 

Distributive education in an expanding econ- 
omy (Texas). Am Voc J 34: 12-13 F 

Distributive education in the Boston public 
schools. Helen M. Moran. Bal Sheet 40: 
211, 213 Ja 

Distributive education in the comprehensive 
high school. T. Carl Brown. H Sch J 42: 
201-206 Mr 

Distributive education in western Europe. G. 
Henry Richert. Bus Ed World 40: 22-24, 
29 D 

Distributive education moves forward fast 
(in Washington). Am Voc J 34: 28, 44S 

The distributive education program today. 
John A. Beaumont. Amer Bus Ed 16: 70- 
74, 83 D 

Distributive education section. See issues Bus 
Tchr 


rd 
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DISTRIBUTIVE education (continued) 


Dividends of DECA. Harry A. Applegate. 
H Sch J 42: 211-14 Mr 

Early birds in business. John O. Perreault. 
H Sch J 42: 194-97 Mr 

Education for retail distribution. F. W. Lawe. 
Inter R for Bus Ed 54: 39-46 N 

An evaluation of the distributive vocational 
education program in the Marshalltown 
high school. Donald Curtis Wilson. Iowa 
State Teachers College, M.A. thesis 58; N 
Bus Ed Q 28: 72 O 

The future for distributive education. John 
Beaumont. Bal Sheet 40: 261-62 F 

Goals of distributive education. John A. 
Beaumont. H Sch J 42: 186-88 Mr 

A guide for the organization and operation 
of the Compton senior high school student 
store. Albert R. Galatian. University of 
Southern California, M.S. thesis ’58 

How Sweden handles distributive education. 
= med Richert. Bus Ed World 40: 34- 


Improving instruction in distributive educa- 
tion. Warren G. Meyer. Bus Ed Forum 
13: 4 A 

Improving instruction in individual job study. 
Pauline W. Burbrink. Bus Ed Forum 13: 
14-16 Ap 

Improving instruction in visual merchan- 
dising. Edwin L. Nelson. Bus Ed Forum 
13: 11-14 Ap 

The ingredients of a successful distributive 
education program. John C. Roman. Bus 
Ed Forum 14: 30, 34 N 

Need for distributive education in the high 
school. Rulon C. Van Wagenen. H Sch J 
42: 189-93 Mr 

Opportunities through distributive education 
(in Nebraska). Am Voc J 34: 11 D 

A philosophy of distributive education. Ray- 
mond Oczkowski and Raymond J. Grand- 
field. Bus Ed Observer 31: 8, 10 N 

Practices and characteristics of the federally 
supported, cooperative distributive educa- 
tion program in Pennsylvania, 1955-1956. 
Galen Victor Jones. J Bus Ed 35: 136 D 

A preliminary business survey of Oelwein, 
Iowa, to determine the possibilities of in- 
itiating a distributive education program in 
the community. Harold Dale Johansen. 
lowa State Teachers a M.A. thesis 
58; N Bus Ed Q 28: 35 O 

Psychological bases for i hapeaies instruction 
in the merchandising units. Roman 
Warmke. Bus Ed Forum 13: 9-11 Ap 

Recruitment for retailing careers. Lowell 
Anderson. Bus Ed Forum 13: 27 Mr 

Role-playing in classroom selling situations. 
— Kuhns. Bus Ed Forum 13: 30-31 

y 

The school store showed a profit educa- 
tionally as well as financially. R. H. Ken- 
nedy. Ohio Sch 37: 18-19 Mr 

Standards of performance expected of be- 
ginning distributive education  student- 
workers. Robert F. Kozelka. Bus Ed 
Forum 13: 27, 29 Ap 

Student management workshop. Lowell C. 
Pratt. J Bus Ed 34: 159-60 Ja 
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DISTRIBUTIVE education (continued) 
Student planning through a display project. 
—.y W. Matthews. Bal Sheet 40: 249, 
51 
Student store doubles stock turnover. Au- 
— J. Ryan. Systems for Ed 6: 6-7 


A study of the cooperative part-time dis- 
tributive education programs in the public 
high schools of Illinois. LeRoy J. Donald- 
son. State University of lowa, Ph.D. 
thesis 58; J Bus Ed 34: 175 Ja 

Three practical business teaching tips. John 

Linn. Bus Ed Forum 13: 34, 35 Ja 

Train junior retailing executives in high 
school? why not? Arnold Scolnick. Bus 
Ed World 39: 13-14 Mr 

Training placements for distributive educa- 
tion students. Harland E. Samson. H Sch 
J 42: 207-10 Mr 

Trends in distribution and the implications 
for vocational distributive education on 
the secondary school level. Fairchild H. 
Carter. University of Minnesota, M.A. 
thesis °58; N Bus Ed Q 28: 11 O 

Your school can provide special facilities 
for distributive education. Beth Coghlan. 
Bus Ed Forum 14: 30 O 

DOBBINS, Austin C. 

In business letters—friendliness can be taken 

too far! ABWA Bul 23: 6-7 Ap 
DODGE, Robert E. 

Retailing students carry out a sales promo- 

tion. Bus Ed World 39: 10-12 Je 
DOGGETT, Bennie H. 

The availability and importance of business 
communication offerings in the secondary 
schools of Texas. University of Texas, 
M.B.A. thesis 58 

DONALDSON, LeRoy J. 

Distributive education faces new challenges. 
H Sch J 42: 218-24 Mr 

A study of the cooperative part-time dis- 
tributive education programs in the public 
high schools of Illinois. State University of 
_— Ph.D. thesis 58; J Bus Ed 34: 175 


a 
DONOVAN, Sister Mary Louise 
A study of the vocational guidance services 

for business education students in the 
Catholic secondary schools of the arch- 
diocese of Boston. Boston University, 
Ed.M. thesis 58; N Bus Ed Q 28: 15- 
16 0 


DOTSON, Verner ; 
A proper balance in education and the 
Conant report. Bal Sheet 41: 100-102, 108 
N 


DOUTHIT, James C. 

A summary of the business letter-writing 
problems confronting personnel managers. 
ABWA Bul 24: 8-12 D 

DRACH, Harvey E. 
— business writing. American. 508 p 
4.95 
DREXELIUS, Sister M. Margaret 

The status of business education in the dioc- 
esan high schools of Buffalo, New York, 
1955-1956. Catholic University, M.A. 
thesis °58 


2| 


DREYFACK, Raymond 
How to find the common denominator in 
communication. Office Mgt 20: 59-63, 71 


O 
DUBE, Frank A. 
Rocket and missile terms in Gregg simpli- 
fied. Today’s Sec 62: 46S 
DUFF, Donald T. 
Learning from extra class living. Bus Ed Ob- 
server 31: 4-5 N 
DUNCAN, Delbert J. and Charles F. Phillips 
Retailing: principles and methods, Sth ed. 
Irwin. 750 p 
DUNN, Leon J. 
Recent developments in industrial adminis- 
tration. Amer Bus Ed 15: 229-35 My 
DUPLICATING 
Copying and duplicating equipment. Office 
Mgt 20: 38-84 Mr 
Duplication dos and don'ts. William A. 
Richards and Robert Woodward. Allied. 
127 p $2.95 
An instructional manual for fluid duplication. 
Vernon Clark, Jr. University of Southern 
California, M.S. thesis °58 
Office agg ye — E. Walker. Bus Ed 
Forum 13: 26 
The rebirth of wt! duplicating. Office 49: 
86-89, 115 Ap 
Suggestions for typing duplicating masters. 
Marion Wood. Bus Ed World 40: 42 S 
Variety adds spice to duplicating. Beulah 
Winfrey. Bus Ed World 40: 11, 32 D 
DVORAK, Earl A. 
Data—collection techniques and devices. N 
Bus Ed Q 27: 3 Mr 
Reader’s choice. Delta Pi Epsilon J 2: 30-32 


Ap 
What others are saying. Delta Pi Epsilon J 
2: 13-17 Ap 


E 


EADIE, Robert B. 

The case for legislation. Bus Sch Exec 15: 

27-29 Mr 
EARNEY, Winnie Jo 

General business for the eleventh and twelfth 
grades. San Jose State College, M.A. 
thesis °58; N Bus Ed Q 28: 16-17 O 

EASTERN business teachers association 

The clerical program in business education. 
American Business Education Yearbook, 
Vol. XVI, 1959. Harry Huffman, ed. Joint 
Publication Commission of the Eastern 
Business Teachers Association and the Na- 
tional Business Teachers Association. New 
York University Bookstore, 18 Washing- 
ton Place, New York 3, New York. 470 
p $3.75 

E. B. T. A. group conference reports. Amer 
Bus Ed 16: 6-24 O 

Text of EBTA resolution on unification pro- 
posal. Bus Ed World 40: 10, 13 S 

ECKERT, Ellen. M. 

A study of the effectiveness of the secretarial 
and office practice course. Bus Ed News- 
letter 7: 24-26 O 

ECONOMICS 
The American economy—an _ introductory 
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ECONOMICS (continued) 

analysis. George W. Zinke. Ronald. 704 
p $6.50 

Annotated bibliography of materials in eco- 
nomic education, 1959-60. Joint Council 
on Economic Education, 2 West 46 Street, 
New York 36, New York. $.50 

Brief notes about business and economic 
education. Dean R. Malsbary. Amer Bus 
Ed 15: 191-92 Mr 

Current economic questions. Theodore J. 
Sielaff. Business Teaching Aid D-1, Pren- 
tice-Hall. 2 p Free 

Economic beliefs are important. Earl H. 
Hanson. Ed 80: 253-54 D 

Economic competence: new frontier in civic 
education. Charles W. Merrifield. Social 
Education 23: 71-74 F 

Economic education comes of age. James 
Gemmell. Bal Sheet 40: 347-50 Ap 

Economic understanding—our future de- 
pends upon it. Rodney Felder and J. Curtis 
Hall. J Bus Ed 35: 126-28 D 

Economics and charity. A. M. Quintero- 
Ramos. Cath Bus Ed R 10: 35-40 F 

Economics in business education. A. Smith 
Pond. J Bus Ed 34: 293-94 Ap 

Economics in professional studies. E. Davi- 
son and others. Inter R for Bus Ed 53: 52- 
58 Ap 

Economics: principles and policy. Royall 
Brandis. Irwin. 380 p 

An evaluation of the readability of selected 
economics textbooks. Jessie Katherine 
Grant. University of Southern California, 
M.S. thesis 58; N Bus Ed Q 28: 25-26 
O 


Joint council’s decade in economic education. 
George L. Fersh. School and Society 87: 
47-48 Ja 31 

A meaningful approach to the teaching of in- 
flation. Arthur A. Delaney. Bal Sheet 41: 
109, 112 N 

New teaching materials in economic educa- 
tion. Galen Jones. Nat Assn Sec Sch Prin 
Bul 43: 246-47 Ap 

A polemic on old fashioned thrift. Herbert 
A. Tonne. J Bus Ed 34: 236-37 Mr 

Pope Pius XII and economics. Francis J. 
Brown. Cath Bus Ed R 11: 31-35 N 

Principles of economics. Committee on eco- 
nomics. Pitman. 873 p $7.25 

Program of the joint council on economic 
education; economists and educators join 
forces. Edward J. Allen. J Higher Ed 30: 
94-98 F 

A study in economic education: 
of economic education in 


the content 
selected Iowa 


high schools. William J. Mason. State 
University of lowa, Ph.D. thesis ’58; J Bus 
Ed 34: 221 F 


A study of economic trends and identifica- 
tion of the economic base in Wasatch 
county, Utah. Ray L. Sargent. University 
of Utah, M.S. thesis °58 

A study of residential mobility. Carl D. 
Wohlgemuth. Fresno State College, M.A. 
thesis °58 

Suggestions for a basic economics library 
for secondary schools. Joint Council on 


Business Education Index 


ECONOMICS (continued) 

Economic Education, 2 West 46 Street, 
New York 36, New York 

Teacher training in economics: coordinating 
content and methodology. Gerald M. Tor- 
kelson and Monroe Newman. Social 
Studies 50: 19-21 Ja 

32nd international economic course 1959. A. 
Lecompte. Inter R for Bus Ed 53: 4-6 
A 


p 
EDLEFSEN, C. T. 
No ivory towers. Bal Sheet 40: 291 Mr 
EDMONDSON, James H. 
Brief notes about business and economic ed- 
ucation. Amer Bus Ed 16: 62-64 O; 121- 


23 D 
EDWARDS, Charles M., Jr. and Russell A. Brown 
Retail advertising and sales promotion, 3rd 
ed. Prentice-Hall. 705 p $7.95 
EDWARDS, Gussie B. 
How our school started a clerical program. 
N Bus Ed Q 28: 12-15 D 
EDWARDS, M. Lloyd 
The effect of automation on accounting jobs. 
J Bus Ed 35: 91 N 
ELENKO, |. William 
Motivating accuracy in typewriting. J Bus 
Ed 35: 21-22 O 
ELLIOTT, Glynna 
Prepare early for student teaching. J Bus Ed 
35: 75-76 N 
EMMERLING, Walter 
A businessman comments on better business 
education. Amer Bus Ed 16: 53-57 O 
EMPLOYMENT 
The application gets the job. George Castel. 
Bal Sheet 40: 202-204 Ja 
Applying for, holding, and advancing on the 
clerical job. Mary L. Bell and Russell 
Sicklebower. Amer Bus Ed Y 16: 229-42 
Aptitude testing as an aid to office hiring. 
Earl D. McConnell. Office 49: 95-99 Ja 
A cure for those first-job jitters. Peggy Nor- 
ton Rollason. Today’s Sec 62: 11, 36 O 
The employment status of Spanish-American 
office workers in selected areas. Joyce Al- 
berta Rohde. University of Colorado, 
M.B.E. thesis *58 
Getting the first job. Sister M. Perpetua. 
Cath Bus Ed R 10: 29-33 Ap 
The job interview. Robert Erman. H Points 
41: 70-72 F 
A lesson plan on job growth. Sister M. An- 
cilla. Cath Bus Ed R 10: 13-18 Je 
The personnel director selects the stenog- 
rapher. Ellen R. Timmons. Bus Ed Forum 
14: 14-15 O 
Right foot forward. Marilyn French. Today’s 
Sec 61: 18-19 Ja 
The working girl and Christopher ideals. 
Sister Anne Joseph. Cath Bus Ed R 10: 
8-12 Je 
EQUIPMENT and supplies 
Adding and calculating machines; bookkeep- 
ing and accounting machines. Mary D. 
Lyons. Office Mgt 20: 40-53 Ag 
Classroom facilities and layout. Sister Mary 
Kathleen. Amer Bus Ed Y 16: 416-24 
Copying and duplicating equipment. Office 
Mgt 20: 38-84 Mr 
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EQUIPMENT and supplies (continued) 

Double duty for a business machine. E. 
Grant Herr. Systems for Ed 5: 11-12 Ja-F 

Filing and iasulated storage equipment; office 
safes. John M. Sine. Office Mgt 20: 54-64 
N 

Just your type. Maura Mara. Today’s Sec 
62: 28-29 N 

New business education facilities ready to 
open. Helen Matulis and Donald Linner. 
Beacons on Bus Ed 43: 8-14 

New business equipment. See issues Bus Ed 
World 

New business equipment—classroom furni- 
ture. Bus Ed World 39: 6-7 Je 

New for the office. See issues Office Mgt 

New products. See issues Office 

Office machines repair, equipment, tools, and 
re, Ind Arts & Voc Ed 48: 74A-75A 

r 


Plan your business-machines room logically. 
ee} W. Baggett, Jr. Bus Ed World 39: 
4,41 A 

Products on display. See issues Office Exec 

The right weigh. Kim Barclay. Today’s Sec 
62: 24-25 S$ 

A study of the physical facilities of a selected 
group of Kansas high schools. Gilbert A. 
Farmer. Pittsburg (Kan.) State Teachers 
College, M.S. thesis *58 

A survey of the number and types of busi- 
ness machines on which instruction is 
provided in the public high schools of 
Wisconsin. Helen Graves. University of 
Wisconsin, M.S. thesis °58; N Bus Ed Q 
28: 26 O 

A survey of the office machines in use and 
of the factors affecting the initial employ- 
ment of high school graduates by the 
industrial firms in Anderson. William F. 
Peterson. Ball State Teachers College, 
M.A. thesis *58 

Tips on purchasing office equipment. R. C. 
Lane. Bus Ed Forum 13: 25, 30 Ap 

Tools of the office. See issues Office Mgt 

ERICKSON, Lawrence W 

Improving teaching through classroom ex- 
perimentation. Amer Bus Ed 16: 75-83 D 

~~ at typewriting. Bus Ed Forum 14: 

N 


See also Lessenberry, D. D. 
ERMAN, Robert 
The job interview. H Points 41: 70-72 F 
ERNEST, John W. and George M. DaVall 
Salesmanship fundamentals, 2nd ed. Gregg. 
448 p $4.28 
ETHICS 
Business ethics: an area of concern to the 
basic business teacher. Myles A. Tracy. 
Bus Ed Forum 13: 33 Ja 
Developing ethical values in the bookkeep- 
ing class. I. David Satlow. H Points 41: 
69-72 Mr; Bal Sheet 40: 402-403 My 
Religion and morality in business administra- 
tion. Charles B. Aziere. Cath Bus Ed R 
11: 36-40 N 
ETIER, Faborn 
See Rowe, John L. 
EUBANKS, G. E. 
What is a secretary? Sec 19: 12-13 Ja 
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EVALUATION 

Eliminate the negative. Peter Yacyk. J Bus 
Ed 34: 314 Ap 

Employer-school ratings compared. Margaret 
E. Andrews. Bus Ed Forum 13: 27 F 

Evaluating student learning in bookkeeping. 
I. David Satlow. J Bus Ed 34: 247-48 Mr 

Giving an oral semester examination in gen- 
eral business. Harold R. Steinhauser. Bus 
Ed Forum 13: 29 My 

A grading plan for typing practice sets. 
Galen Stutsman. Bal Sheet 40: 302-303 
Mr 

Hints for grading. Leonard J. Porter. Busi- 
ness Teaching Aid A-2, Prentice-Hall. 2 p 
Free 

“Quickie” quizzes for first semester book- 
keeping. Alexandria Sydor. J Bus Ed 34: 
287-89 Ap 

A simplified typewriting grading plan. Sam- 
uel Goldsmith. Bus Ed World 39: 13-16 
A 


Pp 
EVANS, Phyllis 
F.B.I. (Future business improvement.) Bus 
Ed Newsletter 7: 4-6 O 
EVERARD, Kenneth 
See McCullough, Robert J. 
EXTRACURRICULAR activities 
Activity funds plus business teachers. Car- 
roll H. Blanchard, Jr. J Bus Ed 34: 226 F 
A business teacher’s annotated bibliography 
on extracurricular activities. Andrew James 
Casparian. University of Southern Calli- 
fornia, M.S. thesis °58; N Bus Ed Q 28: 
12 O 
How to be treasurer of a small, non-profit 
club or organization. Wallace M. Car- 
rithers. Office 50: 110-20 O 
Learning by doing. Larry C. Hart. Bus Ed 
Observer 31: 6-7, 18 N 
Learning from extra class living. Donald 
T. Duff. Bus Ed Observer 31: 4- 
Sponsoring a business club. Richard Dale 
and others. J Bus Ed 35: 23-25 O; 81-82 N 
Why extra-class activities? Jane Hamilton. 
VBE Bul 13: 4-5 F 
EYSTER, Elvin S. 
Education for business—a ee for reap- 
praisal. J Bus Ed 34: 194-95 F 
Guidance by default. J Bus Ed 35: 110-11 D 


ia 


FARMER, Gilbert A. 
A study of the physical facilities of a selected 
group of Kansas high schools. Pittsburg 
_ ) State Teachers College, M.S. thesis 


FEATHER, James R. 
How to teach speech in business English. 
Bus Ed World 39: 20-21, 29 Ja 
FELDER, Rodney and J. Curtis Hall 
Economic understanding—our future depends 
upon it. J Bus Ed 35: 126-28 D 
FELIX, Allen O. 
Recent developments in finance. Amer Bus 
Ed 15: 225-28 My 
FELTER, Emma K. 
How the clerical program helps the student, 
the school, and the community. N Bus Ed 
Q 28: 3-6 D 
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FELTER, Emma K. (continued) 
and Marie Reynolds 
Basic clerical practice, 2nd ed. Gregg. 384 





p $4.4 
FERGUSON, Frank D. 

Some recommended areas of study for a 
management curriculum geared to the 
potential office manager based on a job 
analysis of office managers. J Bus Ed 35: 
35 O 


FERGUSON, Margaret Ann 
A study of the readability of secretarial 
office practice textbooks. University of 
Southern California, M.S. thesis °58; N 
Bus Ed Q 28: 17 
FERGUSON, Robert L. 
Important testing and evaluating problems 
in office education. Bus Ed Forum 14: 19- 
20 O 
FERRARO, Mike 
Follow-up study of the business graduates 
of Cherokee county rural high school, 
Columbus, Kansas, from 1952 through 
1956. Pittsburg (Kan.) State Teachers 
College, M.S. thesis 58 
FERSH, George L. 
Joint council’s decade in economic education. 
School and Society 87: 47-48 Ja 31 
FILING 
Ask the experts. N. Mae Sawyer. See issues 
Today’s Sec 
Correspondence filing: a comparative study 
of the composition of practice sets used 
for teaching purposes with filing rules and 
practices in business office filing manuals. 
Mina M. Johnson. State University of 
Iowa, Ph.D. thesis °58 
File ’n find. Rita M. Reel. Walch. 72 p $1.75 
From filing to records and paperwork man- 
agement. Irene Place. Amer Bus Ed Y 
16: 146-61 
Here are your Gregg filing awards tests. See 
issues Bus Tchr 
Review—empirical literature of filing. Wil- 
liam Selden. J Bus Ed 34: 282-84 Ap 
The teacher’s professional filing system. E. 
L. Marietta. Bus Ed World 39: 15, 31 


Mr 
FINCH, Robert 
Adult-business education in the public school 
curriculum. Bus Educ 1: 24-25 Winter 
Some trends in adult business education. Bus 
Tchr 36: 21 My-Je 
FISHER, Elizabeth K. 
Planning for, studying for, and taking the 
yA examination successfully. Sec 19: 10, 


FISHER, Robert 
Intensive clerical and civil service training, 
3rd ed. South-Western. 204 p $1.60 
FITCH, Stanley K. 
Some implications of modern theories of 
learning for research in typewriting. J Bus 
Ed 35: 66-68 N 
Teach personal-use typing in one semester. 
J Bus Ed 34: 201-202 F 
FLANAGAN, John C. and others 
Predicting success in typing and keyboard 
operation. Personnel and Guidance Jour- 
nal 37: 353-57 Ja 


Business Education Index 


FLANNICK, Carol G. 

Trials promote interest in law classes. Bal 

Sheet 40: 256-57 F 
FLOYD, Pheba Katherine 

Terminal business education programs of the 
junior colleges. The relationship between 
content of the office practice courses taken 
and the office duties performed by gradu- 
ates of Thornton township high school for 
the years 1954, 1956, and 1957. Illinois 
State Normal University, M.A. thesis °58 

FLY, Walter Lamar 

An analysis of the curricula and related prac- 
tices of forty-three high schools in south 
Texas. University of Texas, M.Ed. thesis 
58 

FLYNN, Marjorie A. 

Analysis and comparison of the errors of a 
one-year typewriting group with the errors 
of a three-year typewriting group in typing 
selected timed writing tests. Boston Uni- 
— Ed.M. thesis °57; N Bus Ed Q 28: 

00 
FOLLOW-UP studies 

The community survey and the follow-up 
study. William Selden. J Bus Ed 34: 241- 
43 Mr 

A follow-up of Minier high school graduates, 
1953-1957. Faye Schneider Tackett. IIli- 
nois State Normal University, M.A. thesis 
58 

A follow-up study of a selected group of 
graduates of Baldwin Park high school one 
year or more following graduation. Earl 
P. Purkhiser. University of Southern Cali- 
fornia, M.S. thesis °58; N Bus Ed Q 28: 
59-60 O 

A follow-up study of a selected group of 
graduates of Chico (California) high 
school. Ernest E. Groff. Chico State Col- 
lege, M.A. thesis *58 

A follow-up study of business graduates of 
Garfield high school. Donald Brugger. 
University of Southern California, M.S. 
thesis °58 

A follow-up study of business-major gradu- 
ates of 1957 from high school East, 
Wichita, Kansas. Lloyd Wayne Gnadt. 
Pittsburg (Kan.) State Teachers College, 
M.S. thesis *58 

A follow-up study of Modesto junior college 
business graduates. C. Les Pollard. Chico 
State College, M.A. thesis ’58 

A follow-up study of the business education 
graduates of Wendell Willkie high school, 
Elwood, Indiana, for the years 1955, 1956, 
and 1957. Doris Mae Kintzel. Ball State 
Teachers College, M.A. thesis °58; N Bus 
Ed Q 28: 37-38 O 

Follow-up study of the business graduates 
of Cherokee county rural high school, 
Columbus, Kansas, from 1952 through 
1956. Mike Ferraro. Pittsburg (Kan.) 
State Teachers College, M.S. thesis *58 

A follow-up study of the graduates of 
Bemidji state teachers college with majors 
in business education for the years 1953- 
1957. Donald C. Swedmark. University 
of North Dakota, M.A. thesis °58; N Bus 
Ed Q 28: 69 O 
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FOLLOW-UP studies (continued) 

A follow-up study of the graduates with 
business training from 1945 through 1955 
from Nazareth academy, Torresdale, Phil- 
adelphia, Pennsylvania. Sister M. Chris- 
tine Markiewicz. Catholic University, M.A. 
thesis 58 

A follow-up study of the Holgate, Ohio, 
high school graduates for the years 1951- 
1957. Gwendolyn Clark. Ohio State Uni- 
versity, M.A. thesis *58 

A follow-up study of the 1950-1957 business 
graduates of Somersworth high school, 
Somersworth, New Hampshire. Martha A. 
_ Boston University, Ed.M. thesis 


A follow-up study of the 1950-1956 St. 
Gregory high school business graduates to 
determine the effectiveness of their train- 
ing with implications for curricular revi- 
sion. Sister Marie Therese Galvin. Boston 
University, Ed.M. thesis °58 

The participation in professional and cul- 
tural activities of business education grad- 
uates from Notre Dame academy and St. 
Stephen high school, Cleveland, Ohio, 
1951-1955. Sister Mary St. Michael Mc- 
Govern. Catholic University, M.A. thesis 
58; N Bus Ed Q 28: 50-51 O 

What business teachers should learn from a 
follow-up study. John C. Roman. Bus Ed 
Forum 14: 17-19 D 

FORAKER, Ted 

Let’s sell business education to boys. Bal 

Sheet 40: 214-15, 220 Ja 
FORBES, Lula Florine 

Suggested activities, methods, and techniques 
for teaching business arithmetic in public 
schools of Texas. University of Texas, 
M.B.A. thesis ’58 

FORD, Margaret S. 

A survey of the medical secretarial programs 
offered in junior colleges of the United 
States. Boston University, Ed.M. thesis °57; 
N Bus Ed Q 28: 20-21 O 

FORD, Wynnie 

The Indiana business education association. 

Ball State C J 31: 8, N 
FORKNER, Hamden L. 

Place for business education. Nat Ed Assn 
J 48: 54-55 My 

Sanity and balance in business education. 
Bal Sheet 41: 148-51 D 

FORNEY, Mary Louise 

Office machines in use and types of training 
received by machine operators in Lin- 
coln, Nebraska, with implications for 
teacher training. University of Nebraska, 
wy thesis °58; N Bus Ed Q 28: 17- 
18 

FOSTER, Thomas L. 

An analysis of the preparation and certifica- 
tion of secondary school business teachers. 
University of Nebraska, Ed.D. thesis °57; 
N Bus Ed Q 28: 18-19 O 

FOWLER, Rubye L 

What is your e. q.? ee quotient). 

Bal Sheet 41: 114-15 N 
FOX, Edward 
Effect of inconsistencies on writing patterns 
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FOX, Edward (continued) 
in Gregg shorthand simplified. Mankato 
State College, M.Ed. thesis °57 
FOX, G. Louis 
Students lack realistic preparation for office 
jobs. CBEA Bul 17: 1-2 D 
FREEL, Elizabeth 
Three-way transcription evaluation. Bus Ed 
Forum 13: 19-20 Ap 
FREEMAN, M. Herbert 
Administering business education at the 
graduate level—curricular problems. N 
Bus Ed Q 27: 32-35, 39 M 
Teaching the fundamental elements of book- 
keeping—how to teach the first end-of- 
enone work. Bus Ed World 39: 31- 


FRENCH, Marilyn 
Right foot forward. Today’s Sec 61: 
FRERICHS, Alberta J. 
See Brown, Frances A. 
FREY, Gunnar 
The validity of the use of practice set as a 
criterion of success in bookkeeping. Man- 
kato State College, M.Ed. thesis °57 
FRIEDMAN, Sherwood and Jack Grossman 
Fifteen suggestions for clerical practice 
classes. Bus Ed Forum 13: 7-10 F 
Modern clerical practice, 2nd ed. Pitman. 
$3.60 
FRISCH, Vern A. 
Clerical typewriting. Amer Bus Ed Y 16: 
176-96 
FRUEHLING, Theodore 
Some thoughts on teaching business law. Bal 
Sheet 40: 294-95, 300 Mr 
FULTON, Charline Jeffers 
The status of business subjects in the Kansas 
secondary schools for 1956-57. Emporia 
(Kan.) State Teachers College, M.S. thesis 
58; N Bus Ed Q 28: 21-22 O 
FUTURE business leaders of America 
The future business leader. See issues Bus 
Ed Forum 
FBLA! Is it worth the time and effort? Dora 
Shaw. Ohio Bus Tchr 19: 27, 60 Ap 


G 


18-19 Ja 


GACEK, Edward John 

Private junior college legislation in the 
United States. University of Connecticut, 
Ph.D. thesis *58 

GALATIAN, Albert R. 

A guide for the organization and operation 
of the Compton senior high school student 
store. University of Southern California, 
M.S. thesis ’58 

GALVIN, Sister Marie Therese 

A follow-up study of the 1950-1956 St. 
Gregory high school business graduates to 
determine the effectiveness of their train- 
ing with implications for curricular revi- 
sion. Boston University, Ed.M. thesis *58 

GARFIN, Nick W. 

Furniture terms in Gregg simplified. Today’s 

Sec 62: 40 D 
GARNAND, Stella Pajunas 

Production typewriting—skill in action. Cath 

Bus Ed R 10: 42-45 Ap 
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GARRIS, Noah V. 

Our own bank paid—educationally. Ohio Sch 

37: 32-33 N 
GEDGES, Anne E. 

A study of the nature and extent of customer 
understanding of investments and invest- 
ment services. Boston University, Ed.M. 
thesis *58 

GEMMELL, James 

Economic education comes of age. Bal Sheet 

40: 347-50 Ap 
GEOGRAPHY, economic 

Interesting facts for economic geography. 
Leonard J. Porter. Business Teaching Aid 
E-1, Prentice-Hall. 2 p Free 

GERSTENBERG, Charles W. 

Financial organization and management of 
business, 4th ed. Prentice-Hall. 624 p 
$6.75 

GETZ, George S. 

Business law for everyday living, 2nd ed. 

Prentice-Hall. 448 p $3.60 
GIBSON, E. Dana 

Office automation means a revolution in 
business education. Bus Ed World 39: 24- 
25, 34 Mr 

Try sponsoring a business education-automa- 

tion day. Bus Ed World 40: 31-32 N 
and LeRoy A. Pemberton 

Progressive advanced typing tests. Brown. 
104 p $2 

GILBRETH, Harold B. 

Basic business areas that support clerical 
understandings. Amer Bus Ed Y 16: 206- 
6 


l 
GILLESPIE, Karen R. 

Education for potential retailing executives. 
Columbia University, Ed.D. thesis *58; N 
Bus Ed Q 28: 22-23 O 

Specialized or general education for potential 
retailing executives? Delta Pi Epsilon J 2: 
8-15 Je 

GILMER, Frank, Jr. 

Standards of communication from: office 
employees to management. Bus Ed Forum 
13: 9-10 My 

GILSTER, Herman Louis 

A determination of what instruction should 
be included in a management course at the 
United States air force academy. Univer- 
sity of Denver, M.B.A. thesis °57; N Bus 
Ed Q 28: 23-24 O 

GINDER, C. E. 
Research roundup. See issues Office Exec 
GIORDANO, Albert G. 

Demand more than “acquaintance knowl- 
edge” from business machine students. 
Amer Bus Ed 15: 173-74 Mr 

GLOS, Raymond E. and Harold A. Baker 

Introduction to business, 4th ed. South- 

Western. 692 p $6.50 
GNADT, Lloyd Wayne 

A follow-up study of business-major grad- 
uates of 1957 from _ high — school 
East, Wichita, Kansas. Pittsburg (Kan.) 
State Teachers College, M.S. thesis 
58 

GOLDSMITH, Samuel 
A self-rating scale for typewriting teachers. 
Bal Sheet 40: 218-20 Ja 








Business Education Index 


GOLDSMITH, Samuel (continued) 

A simplified typewriting grading plan. Bus 

Ed World 39: 13-16 Ap 
GOODMAN, David G. 

We stopped teaching machines by the rota- 

tion plan. Bus Ed World 40: 31, 45 S 
GORDON, Andrew J 

The feasibility of predicting the results of 
five-minute efforts from the results of one- 
minute efforts in measuring typewriting 
skills. Virginia Polytechnic Institute, M.S. 
thesis °58; N Bus Ed Q 28: 24 O 

GORDON, Robert A. and James E. Howell 

Higher education for business. J Bus Ed 35: 

115-17 D 
GORTON, Sheridan Rex 

An investigation of criteria for appraising 
relationships between junior college busi- 
ness education programs and organized 
business groups. University of California 
(Los Angeles), Ed.D. thesis *58; N Bus 
Ed Q 28: 24-25 O 

GOSS, Janet 

Typewriting in kindergarten? Calif Teach 

Assn J 55: 23-24 Mr 
GRABBE, Eugene M. 
Science and secretaries in the U.S.S.R. Sec 
19: 16-17 Jl 
GRAFF, Doris M. 
Worthy of reference. See issues Office Exec 
GRANDFIELD, Raymond J 
See Oczkowski, Raymond 
GRANT, Jessie Katherine 

An evaluation of the readability of selected 
economics textbooks. University of South- 
ern California, M.S. thesis °58; N Bus Ed 
Q 28: 25-26 O 

GRAVES, Helen 

A survey of the number and types of busi- 
ness machines on which instruction is 
provided in the public high schools of 
Wisconsin. University of Wisconsin, M.S. 
thesis °58; N Bus Ed Q 28: 26 O 

GRAY, Elisha 

What management expects of a secretary. 

Sec 19: 28-29 Je 
GRAYSON, Ernest, Jr. 

An analysis of the current literature on moti- 
vation in elementary bookkeeping. Arkan- 
sas State Teachers College, M.S.Ed. thesis 
"58 


GREEN, Helen H. 

In case you get around to curriculum. Bus 
Ed World 39: 13-15, 28 Je 

Just between us. See issues Bus Ed World 

When you hear those woodpeckers knocking 
use a stouter ax handle. Ball State C J 30: 
3-4, 15 My 

GREGG, Edna L. 

Library techniques in business education re- 

search. N Bus Ed Q 27: 25-28, 48 Mr 
GREGORY, Juanita C. 

An analysis of the literature for reports of 
the utilization of audio visual materials in 
shorthand instruction. Ohio State Univer- 
sity, M.A. thesis °58; Ohio Bus Tchr 19: 
43-44 Ap; N Bus Ed Q 28: 26-27 O 

GREGORY, Mary L. 

Integration or diversification in business. edu- 

cation? J Bus Ed 34: 161-62 Ja 
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GREILING, William R. 

Recent developments in communications— 

telephone. Amer Bus Ed 15: 218-21 My 
GRESS, John J. 

How high the standard? Bus Ed World 40: 

20-21 S 
GRIFFIN, Mary Claire 

Standards of communication from: the line 
or production employee to the office. Bus 
Ed Forum 13: 10-12 My 

GRIFFITH, Bob B. 
Evaluation of student teachers. J Bus Ed 35: 
119-20 D 
GRILLO, E. V. 
See Berg, J. C., Jr. 
GROFF, Ernest E. 

A follow-up study of a selected group of 
graduates of Chico (California) high 
school. Chico State College, M.A. thesis 
58 


GROSS, Alfred 
Salesmanship—principles and practices of 
professional selling. Ronald. 580 p $7 
GROSSMAN, Jack 
See Friedman, Sherwood 
GROVON, Dorothy C. 

Responsibilities of the educational secretary 
for activities pertaining to the professional 
educational functions of the school princi- 
pal’s office. Indiana University, Ed.D. the- 
sis 58; J Bus Ed 34: 345 My; N Bus Ed 
Q 28: 27-28 O 

GRUBBS, Robert L. 
See Hosler, Russell J. 
GRUBER, Charlotte 
“Spacnik” for typewriting I. Typ News 29: 1 
GRUBER, Joseph 
See Piper, Edwin B. 
GUIDANCE 

Career planning can be fun—a skit. Ivy 
Copeland and Ethel Hart. Bus Ed World 
39: 17, 38 Ap 

Case studies of seven limited ability college 
students to determine their employability 
after special job training. Donna Belle 
Sams. University of Michigan, M.S. thesis 
°58; N Bus Ed Q 28: 63-64 O 

Counseling candidates for college admission. 
Charles A. Sewall. Bus Sch Exec Digest 
1: 5-7, 28 N 

Counseling for decision-making. Harold H. 
Punke. J Bus Ed 34: 210-11 F 

Criteria for predicting success in shorthand 
at East high school, Columbus, Ohio. 
Esther H. Strickland. Ohio Bus Tchr 19: 
48-49, 61 Ap 

Development of future business executives. 
F. Kendrick Bangs. Bal Sheet 40: 339 Ap 

Do your “best” students need guidance? Eliz- 
abeth T. Van Derveer. Bus Ed Observer 
30: 18, 26 F 

Exploratory courses in business education. 
Leonard J. Porter. Business Teaching Aid 
Z-1, Prentice-Hall. 1 p Free 

Guidance and evaluation for clerical occupa- 
tions. Paul L. Turse. Amer Bus Ed Y 16: 


403-15 
Guidance by default. Elvin S. Eyster. J Bus 
Ed 35: 110-11 D 


Leadership development in business educa- 
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GUIDANCE (continued) 


tion. Rosalyn Shostak Abel. J Bus Ed 35: 
146 D 

Let’s sell business education to boys. Ted 
Foraker. Bal Sheet 40: 214-15, 220 Ja 

A method of predicting success of commerce 
students. John Mills Champion. Disserta- 
tion Abstiacts 19: 2134 

Selection and placement of office trainees. 
E. M. Chinnock. J Bus Ed 34: 212-13 F 

Shorthand drop-outs can be predicted. Ed- 
ward E. Byers. Bus Educ 1: 16-17 Winter 

Special problems of boys solved through 
business. Brother George Vincent. Bal 
Sheet 41: 119-22, 124 N 

A study of student personnel records at East 
Carolina college as related to prediction 
in elementary accounting. Tora M. Larsen. 
J Bus Ed 34: 264 Mr 

A study of the vocational guidance services 
for business education students in the 
Catholic secondary schools of the arch- 
diocese of Boston. Sister Mary Louise 
Donovan. Boston University, Ed.M. thesis 
58; N Bus Ed Q 28: 15-16 O 

A study to determine the factors that influ- 
enced students in high schools to select 
business subjects during the scholastic 
year 1955-56 in high schools conducted by 
the Sisters of Notre Dame, Cleveland, 
Ohio. Sister Mary Lourdes Lipaj. Catholic 
University, M.A. thesis °58; N Bus Ed Q 
28: 42-43 O 

A suggested guide for career planning. 
Cecilia Hopkins. San Francisco State Col- 
lege, M.A. thesis °58; N Bus Ed Q 28: 
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Why do high school students select a business 
education program? Sister Mary Lourdes. 
Bal Sheet 40: 340-41, 350 Ap 

GUNDERSON, Joseph 

Post high school] business education. Wiscon- 

sin Journal of Education 91: 16-17 Ja 
GUTHRIE, Lois and Louise Rippee 

The teacher’s role in shorthand transcription. 

Ball State C J 30: 5-7, 16 F 
GUTHRIE, Mearl R. 

Administering business education in univer- 
sity schools or colleges of business admin- 
istration—noncurricular problems. N Bus 
Ed Q 27: 17-20, 24 My 

GUY, Hollis 

Research in business education completed or 
red way in 1958. N Bus Ed =" 27: 29- 
48 M 


H 


HADLEY, Charles R. and R. L. Thistlethwaite 
Payroll record keeping, 6th ed. Gregg. 48 p 
$1.50 
HAESSLER, Eric R. 
Integrity in business education publishing. 
Bus Educ 1: 16-17 Spring 
HAGA, Enoch J. 
A minus L equals P. Bus Ed World 40: 11- 
12 N 


The big sleep in business education. Bus 

Educ 1: 19-20 Spring 
EDP and the educator: Bus Ed 
World 39: 30 My 


sources. 
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HAGA, Enoch J. (continued) 
How to write an article for a business edu- 
cation journal. J Bus Ed 35: 77-78 N 
The ninth life of business education. Bus 
Educ 2: 8-9 Fall 
Put the consumer in consumer economics. 
Bus Ed World 40: 29, 41 S 
Teach bookkeeping statements by analogy. 
Bus Ed World 39: 11, 36 Mr 
What do business educators think about data 
processing? Bal Sheet 40: 394-95, 397 My 
HAINES, Peter G. and Harland E. Samson 
Training placements of cooperative part-time 
students in relation to opportunities in dis- 
tribution. (Central states region, 1956-57.) 
Iowa State Teachers College, °57 
HALE, Ethel 
Is college teaching the career for you? Bus 
Ed World 40: 24-25 N 
Let your typing students compete. Bus Ed 
World 39: 23-24 Je 
Let’s teach our students more than short- 
hand and typewriting! Bal Sheet 40: 212- 
13 Ja 


Make general business different. 
World 39: 34-36 Ap 

Teaching students to work with ease. J Bus 
Ed 34: 239-40 Mr 

HALE, Jordan 

The effect of automation on the clerical 
employee. Amer Bus Ed Y 16: 93-102 

A factor analysis of shorthand-transcription 
ability. New York University, Ph.D. thesis 


58 
HALL, Ernest Carl 
Motivational areas for business law. Bal 
Sheet 41: 10-11 S 
HALL, J. Curtis 
Clerical employee relations. 
Y 16: 69-80 
Standards of communication from: the office 
to line or production employees. Bus Ed 
Forum 13: 15-17 My 
See also Felder, Rodney 
HALVERSON, Helmer M. 
A business survey of Glenwood, Minnesota. 
University of Minnesota, M.A. thesis ’57; 
N Bus Ed Q 28: 28-29 O 
HAMILTON, Jane 
ei extra-class activities? VBE Bul 13: 4-5 


HAMILTON, Ruth 
Accuracy development drill. Typ News 29: 7 
HAMILTON, William J. 
The regulation of proprietary schools in the 
United States. J Bus Ed 34: 174 Ja 
HAMMER, George J. 
Build shorthand skill psychologically. Bal 
Sheet 41: 58-59, 70 O 
HAMMER, Marcella 
A curriculum guide in office skills for the 
Minneapolis public schools. University of 
Minnesota, M.A. thesis *58 
HAMMOND, W. Rogers 
How to solve introductory accounting prob- 
lems. Prentice-Hall. 272 p $2.95 
HANNA, J Marshall 
Ask the experts. See issues Today’s Sec 
The importance of business education. Bal 
Sheet 41: 147 D 


Bus Ed 


Amer Bus Ed 
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HANNA, J Marshall (continued) 
New ideas in teaching bookkeeping. VBE 
Bul 13: 7-8 O 
Teaching the fundamental elements of book- 
keeping—how to teach the trial balance. 
Bus Ed World 39: 23-24, 34 Ja 
HANSEN, Kenneth J. 
So you have to write a research paper. Bus 
Ed World 39: 20-21 Ap 
HANSON, Earl H. 
—— beliefs are important. Ed 80: 253- 


4 
HARDWICK, C. T. 
Dynamics of business education. Cath Bus 
Ed R 10: 34-41 Ap 
HARPHAM, Jean 
Production typewriting. Wayne State Uni- 
versity, M.Ed. thesis ’58 
HARRIS, Rosemary M. 
American techniques in teaching typewriting. 
Inter R for Bus Ed 54: 63-67 N 
HARRISON, Alice Marjorie 
An analysis of formal in-service training 
programs for beginning stenographers. 
Ohio State University, Ph.D. thesis °58; 
Ohio Bus Tchr 19: 45-46 Ap; J Bus Ed 
35: 35 O 
HART, Ethel 
See Copeland, Ivy 
and Frankie Wade 
Use of skit to teach insurance. 
40: 258-60 F 
HART, Larry C. 
Learning by doing. 
6-7, 18 N 
HART, W. Kimball, Jr. 
Let law students argue 
Ed World 39: 32 My 
Take business law students to the county 
clerk’s office. Bus Ed World 40: 12-13 D 
HARTE, Sister Terence Marie 
The development of the business department 
in five Catholic high schools for girls in 
the Philadelphia diocesan system of edu- 
cation. Catholic University, M.A. thesis 
58 


HASKELL, Cecily 

A study of the frequency of business terms 
in general business textbooks. Boston Uni- 
versity, Ed.M. thesis "57; N Bus Ed Q 28: 
29-30 O 

HAST, Malcom H. 

The performance of a stenographer-typist in 
noise. Ohio State =" we M.A. thesis 
58; N Bus Ed Q 28: 30 O 

HAY, Leon R. 

A study of office automation and the func- 
tions and qualifications of programmers 
for electronic data processing. J Bus 
34: 264 Mr 

Think machines need extra skills. J Bus Ed 
35: 26-28 O 

HAYES, James L. 

Silk -_ or sow’s ear? Cath Bus Ed R 10: 
8-9 

Wanted: salesmen. Cath Bus Ed R 10: 7-8 
Ap 

HAZARD, Orvis R. 

Vocational office machines course in Rock- 

land county. Bal Sheet 40: 205, 207 Ja 





Bal Sheet 
Bus Ed Observer 31: 
Bus 
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HEIGES, P. Myers, Arnold E. Schneider, and Harry 


Huffman 


—— record keeping, 4th ed. Gregg. 320 
3.96 


HEIMERL, Ramon P. 
See Wilhelms, Fred T. 
HELEY, Ray W. 

The determination of an acceptable selection 
procedure for distributive education stu- 
dents in the Idaho Falls senior high school. 
University of Idaho, °58 

HENDERSON, Ernest 

The businessman in a changing world. J Bus 

Ed 34: 341-42 My 
HERBST, Doris D. 

Establishment of an office practice course in 
the high school. Wayne State University, 
M.Ed. thesis *58 

HERNDON, Frank M. 

The thoughtful educator—seven concepts for 

teachers. Delta Pi Epsilon J 2: 2-7 Ap 
HERR, E. Grant 

Double duty for a business machine. Systems 

for Ed 5: 11-12 Ja-F 
HEYER, Mary 

A study of the development of personal 
characteristics as an integral part of busi- 
ness education. University of Wisconsin, 
M.S. thesis "58; N Bus Ed Q 28: 30-31 O 

HICKS, Charles B. 

New-matter dictation with previews. See 

issues Bus Ed World 
HIETT, Victor C. 

Advice from students who have had a year 

of shorthand. Bus Ed Newsletter 6: 16-17 


Ap 
HIGH school 

The Conant report. Bus Ed World 39: 13 My 

Course offerings, pupil enrollment, and 
teacher qualifications in business education 
in Ohio public schools for the year 1957- 
58. Rose Marie Moore. Ohio State Uni- 
versity, M.A. thesis °58 

A high school business teacher speaks up. 
Frank Sisk. Bal Sheet 41: 4-5 § 

A proper balance in education and the 
Conant report. Verner Dotson. Bal Sheet 
41: 100-102, 108 N 

A study of the physical facilities of a selected 
group of Kansas high schools. Gilbert A. 
Farmer. Pittsburg (Kan.) State Teachers 
College, M.S. thesis ’58 

HILLEARY, Helena W. 

An experimental investigation concerning 
class size. University of Southern Cali- 
fornia, Ed.D. thesis ’58; J Bus Ed 34: 345 
My; N Bus Ed Q 28: 31-32 O 

HIMMELMANN, Leonard 

Eliminating the errors in written assignments 

for business students. Ohio Sch 37: 15, 34 


Ap 
HIMSTREET, William C. 
The community survey and follow-up studies. 
CBEA Bul 17: 5 D 
General business training still undefined; uni- 
fied research needed. CBEA Bul 16: J-2 
M 


y 
HOBSON, Frank E., Jr. 
Liberal arts in the education of an executive 
secretary. Amer Bus Ed 16: 46-50 O 
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HOFMANN, William F. 

The experience of Industrial Trust and Sav- 
ings Bank in the field of charge account 
banking. Ball State Teachers College, M.A. 
thesis *58 

HOHMAN, Sister Rose Miriam 

A bibliographical directory of leading busi- 
ness educators and their contributions to 
the development of business education in 


the years 1944-54. Catholic Univer- 
sity, M.A. thesis *58; N Bus Ed Q 28: 
32 O 


HOLDRIDGE, Thelma E. 

We evaluated our medical secretarial course. 

Bus Ed World 40: 22-23 N 
HOLLAND, Kathryn Garrett 

Speed and accuracy builder, 6th ed. Rowe. 

96 p $1.84 
HOLLIS, Lucile 

Digest of readings in business education. 

Ball State C J 31: 13-14 N 
HOLMES, Lois 

Unjumbling the typewriter keyboard. Typ 

News 29: 8 
HOLMES, Walter M. 

A study of office workers’ attitudes toward 
their jobs. Pittsburg (Kan.) State Teachers 
College, M.S. thesis 58; N Bus Ed Q 28: 
32-33 O 

HOLST, Alice L. 
Current trends. Sec 19: 27-29 Mr 
HOPKINS, Cecilia 

A suggested guide for career planning. San 
Francisco State College, M.S. thesis 58; N 
Bus Ed Q 28: 33 O 

HOSEY, Gladys Vadney 

Better speech through better listening. J Bus 

Ed 34: 172-73 Ja 
HOSLER, Russell J. 

See Lloyd, Alan C. 

Robert L. Grubbs, and George Wagoner 

Gregg transcription for colleges simplified. 
Gregg. 256 p $4 

HOSSFIELD, George L. and Julius Nelson 

Faster typing. Rowe. 94 p $1.84 

HOVELSRUD, Richard A. 

A survey of consumer education in Minneap- 
olis South high school. University of Min- 
nesota, M.A. thesis *58 

HOWELL, James E. 

See Gordon, Robert A. 
HOWELL, Rate A. 

See Craig, David S. 
HOYER, Robert F. 

Problems and trends in business education 
a Wayne State University, M.Ed. the- 
Sis ’ 

HUFFMAN, Harry 

Have business education—will work (per- 
haps?). Bus Ed Forum 13: 28, 34 Mr 

Principles for starting a clerical program. 
Amer Bus Ed Y 16: 373-77 

Recordkeeping—an enlargement of book- 
keeping. Bus Ed Forum 14: 11-13 D 

See also Heiges, P. Myers 

and Jeffrey R. Stewart, Jr. 

What the clerical program is. Amer Bus Ed 

Y 16: 7-15 
HUGHES, Eugene 
See Musselman, Vernon A. 
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HUGHES, Jo Ann 

The concept approach in basic business. Bus 

Ed Forum 13: 24 F 
HUMAN relations 

Balancing technical and human values in 
business. Doris Howell Crank. Office 49: 
164-68 Ja 

Clerical employee relations. J. Curtis Hall. 
Amer Bus Ed Y 16: 69-80 

A handbook of selected case studies involv- 
ing human relations problems of office 
workers. Roger H. Nelson. Columbia Uni- 
versity, Ed.D. thesis "58; N Bus Ed Q 28: 
53-54 O 

HUSTON, Gerald 

An annotated bibliography and critical re- 
view of professional literature related to 
the teaching of bookkeeping, 1951-56. 
State University of lowa, M.A. thesis °58 

HUTCHINSON, E. Lillian 
Ask the experts. See issues Today’s Sec 
Word teasers. Today’s Sec 61: 51 Ja 
HUTCHINSON, Wayne D. 

A study to determine the relationship be- 
tween mailable words per minute and 
letter grades assigned in typewriting. Pitts- 
burg (Kan.) State Teachers College, M.S. 
thesis 58; N Bus Ed Q 28: 34 O 

HYATT, Willard C. 

Accelerated summer typing. Bal Sheet 41: 

71 0 


!ADIPAOLI, Marie V. 
Work simplification—why and how in school. 
Bus Ed Observer 31: 14-16 N 
ICKES, Paul C. 
Personal rating scale (with profile). Allied. 
16 p $.50 
INTERNATIONAL business education 
Business education in Austria. Felix Roma- 
nik. Bus Ed Forum 13: 21-25 Ja 
Business education in Belgium. Anthony A. 
Verplancke. Bus Ed Forum 13: 14-16 Ja 
Business education in European countries. 
Dorothy H. Veon. Bus Ed Forum 13: 4 
Ja 


Business education in Finland. Bertel 
Cronhjort. Bus Ed Forum 13: 17-19 Ja 
Business education in Sweden. Ivan Larsson. 
Bus Ed Forum 13: 9-14 Ja 

Business education in Switzerland. Samuel 
Schaffner. Bus Ed Forum 13: 5-8 Ja 

Business education in the Netherlands. D. F. 
Timmer. Bus Ed Forum 13: 20-21 Ja 

Business education in the republic of Turkey. 
Anthony R. Lanza. J Bus Ed 34: 221-22 F 

Business training within industry in the Brit- 
ish Isles. Mary Berry. Bus Tchr 37: 26 
D-Ja 

Distributive education in western Europe. G. 
Henry Richert. Bus Ed World 40: 22-24, 
29 D 


Fulbright scholar reports from Greece. Rob- 
ert V. Bacon. CBEA Bul 16: 4 My 

Higher commercial education. E. I. Baker. 
Inter R for Bus Ed 53: 65-73 Ap 

How Sweden handles distributive education. 
G. Henry Richert. Bus Ed World 40: 34- 
35 8 
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INTERNATIONAL business education (continued) 
New look in international banking. Pierre 
Bonvoisin. Inter R for Bus Ed 53: 25-38 

A 


p 
A study of business education in the second- 
ary schools of England and Wales. Jane 
L. Russell. Boston University, Ed.M. thesis 
"58 


A study of the revolutionary changes in the 
modern educational systems in Egypt. Mil- 
dred E. Johnson. University of Minnesota, 
M.A. thesis 57; N Bus Ed Q 28: 36 O 

Teachers and businessmen learn about Bel- 
gium. G. Henry Richert. Bus Ed World 
39: 18-19, 40 Ap 

32nd international economic course 1959. 
_~ Lecompte. Inter R for Bus Ed 53: 4-6 

p 


J 


JACKSON, A. Raymond 
Conventions are important. Bal Sheet 40: 
243 F 


Why attend conventions? Amer Bus Ed 15: 
132 Mr 

Why not a refund policy? Bus Sch Exec 15: 
13-14 Mr 

JACKSON, Joseph 

Digest of readings in business education. 

Ball State C J 30: 8-9, 18 My 
JAHNKE, John C. 

Motivation, reinforcement, and _ learning. 

Ohio Bus Tchr 19: 18-19, 62 Ap 
JARRETT, Jack L. 

A survey of office machines equipment in a 
selected group of business firms in the 
Pittsburg, Kansas, area. Pittsburg (Kan.) 
State Teachers College, M.S. thesis °58; N 
Bus Ed Q 28: 34-35 O 

JASINSKI, Harry 

Motivation devices in general business. J Bus 

Ed 34: 244-46 Mr 
JELLEY, Herbert M. 

A measurement and interpretation of money 
management understandings of _ twelfth- 
grade students. University of Cincinnati, 
Ed.D. thesis °58; J Bus Ed 34: 345 My 

JENNINGS, Clare H. 

Certification has become a standard for sec- 
retaries. Office 49: 172-78 Ja 

Why is a secretary? Sec 19: 10, 12 My 

JENSEN, Barry T. 

See Jensen, Junne W. 

JENSEN, Junne W. and Barry T. Jensen 

Shorthand study and spelling abilities: a 
replication. California Journal of Educa- 
tional Research 8: 219-23 °57 

JENSEN, Warren M. 

Absence, tardiness, and the office worker. 

Bal Sheet 40: 206-207 Ja 
JEZOUIT, Judith and others 

Follow-up study of business education grad- 
uates of teachers college of Connecticut. 
Beacons on Bus Ed 43: 3-7, 16 

JOHANSEN, Harold Dale 

A preliminary business survey of Oelwein, 
lowa, to determine the possibilities of 
initiating a distributive education program 

in the community. Iowa State Teachers 
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JOHANSEN, Harold Dale (continued) 
College, M.A. thesis 58; N Bus Ed Q 28: 
35 O 
JOHNS, Paul D. 
See Lapp, Charles L. 
JOHNSON, Clifford 
An analysis of errors in application of prin- 
ciples of Gregg shorthand simplified. Man- 
kato State College, M.Ed. thesis °57 
JOHNSON, Helen R. 
Open door for learning. Jun Col J 30: 40- 
41 


JOHNSON, LeRoy 

Are skill subjects really easy to teach? Bus 

Educ 2: 22-23 Fall 
JOHNSON, Mildred E. 

A study of the revolutionary changes in the 
modern educational systems in Egypt. Uni- 
versity of Minnesota, M.A. thesis °57; N 
Bus Ed Q 28: 36 O 

JOHNSON, Mina M. 

Correspondence filing: a comparative study 
of the composition of practice sets used 
for teaching purposes with filing rules and 
practices in business office filing manuals. 
State University of Iowa, Ph.D. thesis ’58 

JOHNSON, Robert 

Job adjustment problems of beginning work- 
ers as seen by trainees in the cooperative 
part-time work experience program. Uni- 
versity of Minnesota, M.A. thesis *58 

JOHNSON, Walter R. 

The validation of typewriting terminology 
based upon a word-study count of selected 
secondary school typewriting texts and 
teachers’ manuals. University of North 
Dakota, M.A. thesis °58 

JOHNSTON, Chester E. 

What the TV typing teacher should know. 

Bus Ed World 40: 28-30, 40 N 
JOHNSTON, Russell A. 

A handbook for adult in-service business 
education. Richmond Professional _Insti- 
tute, °57 

JONES, Galen 

New teaching materials in economic educa- 

tion. Nat Assn Sec Sch Prin Bul 43: 246- 


47 Ap 
JONES, Galen Victor 
Practices and characteristics of the federally 
supported, cooperative distributive educa- 
tion program in Pennsylvania, 1955-1956. 
J Bus Ed 35: 136 D 
JONES, Gardner M. 
Electronics and education in accountancy. 
Delta Pi Epsilon J 2: 2-7 Je 
and Robert Kvam 
The development of a punched card course. 
Coll N & V 12: 1-4 My 
JONES, I. Virginia, Carolyn V. Norwood, and Cora 
Rivers 
Typing standards: business vs. school. Bus 
Ed World 39: 29-31, 37 Ap 
JONES, Mary Lou 
My first administrator. Bus Ed Newsletter 
6: 4 Ap 
JUNIOR college 
Analysis of business education curriculum 
patterns in publicly supported junior col- 
leges in eight midwestern states. Arlie D. 
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JUNIOR college (continued) 
Burgess. University of North Dakota, M.A. 
thesis *58 

An analysis of the teaching of certain eco- 
nomic topics in the California public 
junior colleges. John Howard Linn. Uni- 
versity of Southern California, Ed.D. the- 
sis °58; J Bus Ed 34: 345 My; N Bus Ed 
Q 28: 41-42 O 

The business and mathematics curricula and 
teachers in the public and private junior 
colleges in Kansas in 1957. Dorothy 
Knouse. Emporia (Kan.) State Teachers 
College, M.S. thesis 58 

Business education at the junior college level. 
~ y Van Wagenen. Am Voc J 34: 24- 

A follow-up study of Modesto junior college 
business graduates. C. Les Pollard. Chico 
State College, M.A. thesis 58 

Instructors of non-academic subjects in pub- 
licly supported junior colleges: a study 
of certification and employment practices 
and proposals for certification. C. C. 
Miller. J Bus Ed 35: 136 D 

An investigation of criteria for appraising 
relationships between junior college busi- 
ness education programs and organized 
business groups. Sheridan Rex Gorton. 
University of California (Los Angeles), 
Ed.D. thesis 58; N Bus Ed Q 28: 24-25 O 

An investigation of employment practices in 
selected Oklahoma cities with implications 
for the improvement of terminal business 
education in the junior colleges. Bennie W. 
Stehr. Colorado State College, Ed.D. thesis 
58; J Bus Ed 34: 303-304 Ap; N Bus Ed 
Q 28: 67-68 O 

Open door for learning. Helen R. Johnson. 
Jun Col J 30: 40-41 § 

The prediction of academic success in certain 
junior college business curricula. Myles 
A. Tracy. J Bus Ed 34: 174-75 Ja 

Private junior college legislation in the 
United States. Edward John Gacek. Uni- 
versity of Connecticut, Ph.D. thesis ’58 

A survey of the medical secretarial programs 
offered in junior colleges of the United 


States. Margaret S. Ford. Boston Univer- 
sity, Ed.M. thesis °57; N Bus Ed Q 28: 
20-21 O 


JUNIOR high school 
Business education in the junior high school. 
Katie Bozeman Robinson. Wayne State 
University, M.Ed. thesis °58 
Getting junior and ser.ior high school typing 
courses in step. Alan C. Lloyd. Bus Tchr 
36: 31 Mr 
Methods and problems of teaching type- 
writing in junior high school. Halina Calla- 
han. Wayne State University, M.Ed. thesis 
58 


A study of certain general education values 
of typewriting in the junior high school. 
Phyllis .Caulfield Morrison. University of 
Michigan, Ph.D. thesis °58; J Bus Ed 35: 
35 O: N Bus Ed Q 28: 53 O 

Typewriting in junior high school. 
Wood. Sch & Com 45: 44 My 

Typewriting taught in junior high school at 


Marie 
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JUNIOR high school (continued) 
Russellville, Missouri. Marie Wood. Typ 
News 29: 8 
Views on business training at the junior high 
school level. Antonette E. DiLoreto. Bus 
Educ 2: 18-20 Fall 


K 


KAHLE, William W. 
An analysis of bookkeeping teaching aids. 
Northern Illinois University, M.S. thesis 
58 


KAHN, Gilbert 
An “extra” for the bright learner in book- 
keeping. Bus Ed Forum 13: 26, 28 My 
KAHN, Gilbert, Jr. 
The balance sheet tells a story. Today’s Sec 
61: 14-15 My 
The language of the balance sheet. Today’s 
Sec 61: 18-19 Mr 
The profit and loss statement. Today’s Sec 
61: 18, 47 Je 
KALBAUGH, A. J. 
Let slides tell your story. Bus Ed World 40: 
26-27 S 
KALIK, Jerome 
See Brown, Eleanor B. 
KALLAUS, Norman F. 
A challenge to pencil-pushers. Office Exec 
34: 14, 22 Ap 
KAUFMAN, Arnold 
Graduate accounting education from 1926- 
a New York University, Ph.D. thesis 
KEELON, John K. 
The problem approach to teaching machines. 
Bus Ed Newsletter (P-H) 6: 2 Fall 
Tested problems for calculators and listing 
machines. Prentice-Hall. 73 p $1.48 
KEITHLEY, Erwin M. 
The enchanted loom. ABWA Bul 23: 38-42 
F 


A manual of style for the preparation of 
eo and reports. South-Western. 85 p 
2 


Recent developments in business writing. 

Amer Bus Ed 15: 203-207, 252 My 
KELSEY, R. Wilfred 

Education in family finance—the first ten 

years. Amer Bus Ed 15: 153-55, 167 Mr 
KELSTROM, Roger 

An analysis of errors in writing brief forms, 
Gregg shorthand simplified. Mankato State 
College, M.Ed. thesis *57 

KENNAN, Sister Mary Patrick 

Relationship of business education to general 
education. University of Minnesota, M.A. 
thesis °58; N Bus Ed Q 28: 36-37 O 

KENNEDY, Calvin 

Teach calulator theory to help train computer 

operators. Bus Ed World 39: 16-17, 33 Mr 
KENNEDY, R. H. 

The school store showed a profit education- 
ally as well as financially. Ohio Sch 37: 
18-19 Mr 

KESSEL, Robert M. 

The critical requirements for secondary 
school business teachers based upon an 
analysis of critical incidents. Delta Pi 

Epsilon J 2: 3-32 S 


Business Education Index 


KILEY, M. A. 

What you need is a secretary! Bus Ed World 

40: 4-5 D 
KIMBRELL, Grady N. 

An objective, comprehensive plan for evalu- 

ation in beginning typing. Typ News 29:4 
KING, Herbert Eugene 

An integrated program for instruction of 
business machines and filing with short- 
hand II, together with a follow-up study 
of this program. University of Minnesota, 
M.A. thesis *58 

KINNARD, William N. 

Recent developments in real estate. Amer 

Bus Ed 15: 253-56, 269 My 
KINTZEL, Doris Mae 

A follow-up study of the business education 
graduates of Wendell Willkie high school, 
Elwood, Indiana, for the years 1955, 1956, 
and 1957. Ball State Teachers College, 
M.A. thesis 58; N Bus Ed Q 28: 37-38 O 

KIRK, John G., Maurice L. Crawford, and Mark 
. Quay 
General clerical procedures, 3rd ed. Prentice- 
Hall. 292 p $3.40 
KLINE, Vivian W. 
Ask the experts. See issues Today’s Sec 
KLING, T. W. 

Supply and demand for clerical workers. 

Amer Bus Ed Y 16: 16-23 
KLINGER, Clyde E. 

State licensure and registration laws appli- 
cable to private business schools in the 
United States of America and the extent 
of their acceptability. Pennsylvania State 
University, Ed.D. thesis °58 

KNAAK, William C. 

The how’s of salesmanship. Bus Ed World 
39: 23, 37 Mr 

Improving instruction in vocational occupa- 
tional relations. Bus Ed Forum 13: 16-17 


Ap 
KNOUSE, Dorothy 
The business and mathematics curricula and 
teachers in the public and private junior 
colleges in Kansas in 1957. Emporia 
tae State Teachers College, M.S. thesis 


KNOWLES, Asa S. 

TV and business education. Ohio Bus Tchr 

19: 38-42, 64 Ap 
KOBUS, Helen 
Improving instruction in typewriting. Wayne 
State University, M.Ed. thesis *58 
KOEBELE, Apollonia M. 
See Larsen, Lenna A. 
KOMINSKI, Dolores Kay 

The necessity for make-up work in typing. 

Typ News 29: 1, 3 
KOSTER, Ronald A. 

Office operations integrated. J Bus Ed 34: 

328-29 My 
KOSY, Eugene J. 

The critical requirements for private secre- 
taries based upon an analysis of critical 
incidents. University of Wisconsin, Ph.D. 
thesis "58; N Bus Ed Q 28: 38-39 O 

KOUTZ, Ruth 

Use of available time important to beginners. 

Kansas Bus Tchr 12: 4 My 
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KOZELKA, Robert F. 

Standards of performance expected of begin- 
ning distributive education student-work- 
ers. Bus Ed Forum 13: 27, 29 Ap 

KRAUSE, Ruthetta 

Job instruction sheets teach machine funda- 
mentals. Bus Ed World 39: 21-23, 36 My 

Ways to: make English rules stick. Bus Tchr 
36: 26 Ap 

KRAWITZ, Myron J. 

The case of the reluctant learners. Bus Ed 

World 40: 19-21 N 
KUHNS, Caroline 
Role-playing in classroom selling situations. 
Bus Ed Forum 13: 30-31 My 
KVAM, Robert 
See Jones, Gardner M. 
KYLE, Geraldine 

The stenographic supervisor evaluates be- 

ginners. Bus Ed Forum 14: 10-12 O 


L 


LAHEY, Jane 

“Tomorrow I have to teach...” Bus Ed 

World 40: 14-16 D 
LAKE, LaVerne D. 

Comparative study using motivating devices 
in typewriting. University of Wisconsin, 
M.S. thesis *58 

LAMB, Marion M. 

Your first year of teaching typewriting, 2nd 

ed. South-Western. 290 p $4 
LANE, R. C. 

Tips on purchasing office equipment. Bus Ed 

Forum 13: 25, 30 Ap 
LANGFORD, Floyd, Jr. 

A visual aid that will cost you only pennies. 

Bal Sheet 40: 267 F 
LANHAM, Frank W. 

Teaching listening. Amer Bus Ed 16: 60-61 

O 


LANIER, Alice 
A commercial education for New York 
youth. H Points 41: 62-63 Mr 
LANZA, Anthony R. 
Audio-visual teaching aids. See issues J Bus 
Ed 


Business education in the republic of Turkey. 
J Bus Ed 34: 221-22 F 

Delta Pi Epsilon film evaluations. J Bus Ed 
34: 217 F 

Overhead projector slides. J Bus Ed 35: 137 
D 


LAPP, Charles L. and Paul D. Johns 
Survey on opinion of salesmanship as a col- 
lege course. Coll N & V 12: 13-18 My 
LARKIN, Kathy 
The money tree and what to do with it. 1. 
stocks. Today’s Sec 62: 30-32, 64 S; 3. 
insurance. 26-28 D 
The organization totem pole. Today’s Sec 
62: 23, 65 N 
What’s behind CPS? Today’s Sec 62: 15, 53 
O 


LARSEN, Lenna A. and Apollonia M. Koebele 
Reference manual for office employees, 4th 
ed. South-Western. 150 p $1.08 
LARSEN, Ruth 
Dictating at “in-between” rates of speed. Bal 
Sheet 40: 396-97 My 


33 


LARSEN, Tora M. 

The effect of high school bookkeeping on 
achievement in elementary college ac- 
counting. Bal Sheet 40: 252-54 F 

A study of student personnel records at East 
Carolina college as related to prediction in 
an accounting. J Bus Ed 34: 264 


r 
LARSON, Greta L. 

Business English essentials, 2nd ed. Gregg. 

192 p $2.20 
LARSSON, Ivan 

Business education in Sweden. Bus Ed Forum 

13: 9-14 Ja 
LAWE, F. W. 

Education for retail distribution. Inter R for 

Bus Ed 54: 39-46 N 
LAWRENCE, Louise 

Right and wrong in retail selling: two skits. 

Bus Ed World 40: 24-25 O 
LAWRENCE, Nelda 

Secretary’s busiress review: a professional 

handbook. Prentice-Hall. 514 p $6.95 
LECOMPTE, A. 

32nd international economic course 1959. 

Inter R for Bus Ed 53: 4-6 Ap 
LEE, Dorothy E. 

Changing objectives in business education on 
the collegiate level in the United States 
from 1899 to 1954. New York Univer- 
sity, Ph.D. thesis °58; N Bus Ed Q 28: 
46 O 

Teaching stenographic subjects. VBE Bul 
13: 5-6 O 

LEE, Hanford L. 

A survey of North Dakota and California 
business education teachers with emphasis 
on social and professional backgrounds. 
University of North Dakota, M.A. thesis 
"58 


LeFEBVRE, Martha A. 

A follow-up study of the 1950-1957 business 
graduates of Somersworth high school, 
Somersworth, New Hampshire. Boston 
University, Ed.M. thesis *58 

LELAND, Thomas W. 

Preparation for the CPA examination. J 

Accy 107: 59-63 Je 
LEMASTER, A. J. 
Businessmen grade the grads. Tex Outl 43: 
22-23 Je 
LESIKAR, Raymond V. 
See Boyd, William P. 
LESLIE, Louis A. 
20,000 words, 4th ed. Gregg. 256 p $1.48 
LESSENBERRY, D. D. 

The race we run. Ohio Bus Tchr 19: 10-13 

A 


p 
and S. J. Wanous 
College typewriting, 6th ed. South-Western. 
374 p $4.25 
. T. James Crawford, and Lawrence W. Erick- 
son 


TV typing set. South-Western. 107 p 
4.40 . 


LESSER, Irvin H. 
The handicapped person in office machines. 
J Bus Ed 35: 102 N 
Training the ear for shorthand. Bal Sheet 40: 
221 Ja 
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LEWIS, Harry 
Business arithmetic: to review or not to re- 
view? Bus Ed World 39: 20, 38 My 
Finding interest—a study in obsolete busi- 
ness practice. J Bus Ed 34: 270 Mr 
A windfall: tax forms in unlimited quantities. 
Bus Ed World 39: 22 Ja 
LEWIS, Leslie Llewellyn 
Who says business writing is a waste oc time? 
ABWA Bul 23: 35-37 F 
LEWIS, Rose Ellen 
Evaluating transcribers on the job, a study 
made in the Madison, Wisconsin, area. 
University of Wisconsin, M.A. thesis *58; 
N Bus Ed Q 28: 40-41 O 
LEYTON, A. C. 
Technical and commercial colleges and the 
art of communications. Inter R for Bus Ed 
54: 21-25 N 
LILES, Parker 
Attitudes and personality traits essential for 
— employment. Amer Bus Ed Y 16: 
-S1 


LINN, John Howard 
An analysis of the teaching of certain eco- 
nomic topics in the California public junior 
colleges. University of Southern California, 
Ed.D. thesis °58; J Bus Ed 34: 345 My; 
N Bus Ed Q 28: 41-42 O 
Three practical business teaching tips. Bus 
Ed Forum 13: 34, 35 Ja 
LINNER, Donald 
See Matulis, Helen 
LIPAJ, Sister Mary Lourdes 
A study to determine the factors that in- 
fluenced students in high schools to select 
business subjects during the scholastic year 
1955-56 in high schools conducted by the 
Sisters of Notre Dame, Cleveland, Ohio. 
Catholic University M.A. thesis °58; N 
Bus Ed Q 28: 42-43 O 
LLOYD, Alan C. 
Ask the experts. See issues Today’s Sec 
“Dejitterizing” our typewriting students. Bus 
Tchr 37: 31 N 
Five universal typing questions. Bus Tchr 
36: 31 F 


Getting junior and senior high school typing 
courses in step. Bus Tchr 36: 31 Mr 

Getting more growth from timed writings. 
Bus Tchr 37: 31 D-Ja 

Typing research, home style. Bus Tchr 37: 
31 S-O 


and Russell J. Hosler 
Personal typing, 2nd ed. Gregg. 128 p $2.96 
LOCKWOOD, William Leonard 
A study of the public high school teachers’ 
education in the state of Wisconsin with 
special emphasis on business education 
teachers. University of Wisconsin, M.S. 
thesis 58; N Bus Ed Q 28: 43 O 
LOGAN, William B. 
Co-ordineering. Bus Ed Forum 13: 25- 
26 F 





Rip Van Winkle, Sa student. Bus 
Ed Newsletter (P-H) 2: 3 Spring 


Teenagers, teachers, textbooks, and _tech- 
niques in teaching salesmanship. Bus Ed 
Forum 13: 7-9 A 

See also Robinson, O. Preston 





Business Education Index 


LOMAX, Paul S. 

Business education and the Conant report. J 
Bus Ed 34: 234-35 Mr 

Essentials of business education to meet cur- 
rent challenges. Bal Sheet 41: 52-56, 96 O 

Praise and appraise your school. J Bus Ed 
35: 58-59 N 

What should business teachers do about office 
automation? Bus Ed World 39: 14, 33 My 

LORD, William J., Jr. 
A knowledge of letters. Sec 19: 20-21 J1; 
20-21 Ag; 22-23 S 
LOVELY, Yvonne 
CPS—its challenge. Sec 19: 28-29 O 
LOWRY, Robert A. 

Principles of follow-up research in business 
education. Indiana University, Ed.D. thesis 
58; N Bus Ed Q 28: 43-44 O; J Bus Ed 
35: VIN 

The questionnaire in business education re- 
search. N Bus Ed Q 27: 5-10 Mr 

LUCAS, Luke J. 

Instruction in bookkeeping for the gifted 
youth. Wayne State University, M.Ed. 
thesis 58 

LUNDERVOLD, Arne 

Electromyographic investigations during 

typewriting. Ergonomics 1: 226-33 °58 
LUNN, Jean Dancer 

Effect of selected factors upon composition 
delegated to employers by secretaries. Ohio 
State University, Ph.D. thesis 58; J Bus 
Ed 34: 222 F: Ohio Bus Tchr 19: 46-48 
Ap; N Bus Ed Q 28: 45-46 O 

The use of a secretarial manual in teaching 
transcription. Bus Ed Forum 14: 22, 29 N 

LUSK, Harold F. 

Business law: principles and cases, 6th ed. 

Irwin. 950 p. 
LYONS, Mary D. 

Adding and calculating machines; bookkeep- 
ing and accounting machines. Office Mgt 
20: 40-53 Ag 

Equipment for integrated data processing. 
Office Mgt 20: 44-64 Jl 


Mc 
McAFEE, Alfred 

Public relations relating to parents. Univer- 
sity of Minnesota, M.A. thesis 58; N Bus 
Ed Q 28: 48-49 O 

McCONNELL, Earl D. 
Aptitude testing as an aid to office hiring. 
Office 49: 95-99 Ja 
McCULLOUGH, Robert J. and Kenneth Everard 
on projects. Pitman. 48 p 
McDONALD, Sister Rita Marie 

A critical analysis of business law textbooks 
used by selected schools in New York 
state. Catholic University, M.A. thesis 58; 
N Bus Ed Q 28: 49-50 O 

McELWAIN, Virn A. 

Improving the basic business program: 
choose significant and practical content. 
Bus Ed Forum 13: 10-12 Mr 

McEVOY, Marion 

A study of the graduate program in business 
education as part of the fifth-year program 

in teacher education at Hunter college of 
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McEVOY, Marion (continued) 
the city of New York. Hunter College, 
M.S. thesis *58 

McGILL, E. C. 

Administering business education in colleges 
for teacher education—currricular prob- 
lems. N Bus Ed Q 27: 5-8 My 

Break through the communications barrier. 
Ohio Sch 37: 10-11 S 

High school business curricula. J Bus Ed 35: 
31-33 O 

McGOVERN, Sister Mary St. Michael 

The participation in professional and cultural 
actitivities of business education graduates 
from Notre Dame academy and St. 
Stephen high school, Cleveland, Ohio, 
1951-1955. Catholic University, M.A. 
thesis °58; N Bus Ed Q 28: 50-51 O 

McKAY, David R. 

Typing—general business duo? J Bus Ed 35: 

121-22 D 
McKEEFERY, William J. 
Some observations of effective teaching. Coll 
N & V 12: 1-4 Mr 
McNISH, Margaret 
See Capehart, Bertis E. 
McPHILLIPS, B. A. 

Shades of the emperor’s clothes. Bus Educ 

1: 12-13 Spring 
McWATT, Elaine 

Civil service opportunities for business stu- 
dents upon graduation from high school. 
Wayne State a tate M.Ed. thesis *58 

McWILLIAMS, James A. 

A study of the East Richland high school 
business education curriculum. Eastern 
Illinois University, M.S. thesis °58 


M 


MAACK, Vernon R. 
Adult distributive education sets the pace for 
high school de students. H Sch J 42: 215- 
17 Mr 


MACKEY, William J. 

See Allen, Roger W. 

MacKINNEY, Arthur C. 

A validation of tachistoscopic training for 
clerical workers. Personnel Psychology 11: 
12-23 °58 

MacMILLAN, Mae 

Efficiency. Sec 19: 6 N 

MADDEN, James R. 

A study of the correlation between achieve- 
ment in business law and scores made on 
selected tests of the Iowa tests of educa- 
tional development. University of South- 
ern California, M.S. thesis ’58 

MADSEN, Russell D. 

A study of the students attending the private 
business schools of Minnesota. University 
of Minnesota, M.A. thesis °58; N Bus Ed 

28: 47 O 
MAGGI, Charles, Jr. 

An analysis of the types of job opportunities 
in the Oroville (California) area with 
emphasis on the qualifications required. 
Chico State College, M.A. thesis ’58 

MAISTROVICH, John A. 
Should we offer personal-use typewriting? Bal 
Sheet 40: 250-51 F 


35 


MALAHAN, Andrew J. 
Tapes are tops. Bus Ed World 39: 27 My 
MALICHE, Eleanor 
Standards of communication from: manage- 
ment to office employees. Bus Ed Forum 
13: 12-15 My 
MALLIFSKE, Sister Mary Louise 
The present status of business education in 
the Catholic high schools of the arch- 
diocese of Cincinnati, Ohio, 1958. Catholic 
University, M.A. thesis *58 
MALSBARY, Dean R. 
Brief notes about business and economic 
education. Amer Bus Ed 15: 191-92 Mr 
Recent developments in business. Amer Bus 
Ed 15: 196 My 
The relationship of office standards to busi- 
ness training. Am Voc J 34: 22, 26 O 
MANN, Alan O. 
Automation in relation to the office. Office 
Exec 34: 17-20 O 
MARA, Maura 
Dial for dictation. Today’s Sec 62: 22-23, 
59 S 
Just your type. Today’s Sec 62: 28-29 N 
One for the records. Today’s Sec 62: 28 O 
MARCUS, Nancy S 
Determining the affect of business vocabulary 
on the learning of elementary shorthand. 
San Francisco State College, M.A. thesis 
58; N Bus Ed Q 28: 46 O 
MARIETTA, E. L. 
The teacher’s professional filing system. Bus 
Ed World 39: 15, 31 Mr 
What is the difference? Bus Ed Forum 14: 
23, 34 D 
MARKELL, William 
Elementary accounting for the non-account- 
ing college student majoring in business. 
Columbia University, Ed.D. thesis 58; N 
Bus Ed Q 28: 48 O 
MARKETING 
An internship program in marketing. Roger 
W. Allen and William J. Mackey. Coll N 
& V 12: 7-8 My 
One variation of the use of the case method 
in marketing. Edward E. Werner. Coll 
N & V 13: 5-8 O 
Recent developments in marketing. Victor 
P. Buell. Amer Bus Ed 15: 242-45, 269 


My 
MARKIEWICZ, Sister M. Christine 
A follow-up study of the graduates with 
business training from 1945 through 1955 
from Nazareth academy, Torresdale, Phila- 
delphia, Pennsylvania. Catholic University, 
M.A. thesis *58 
MARKLE, Arthur D. 
We the jury. Business Teaching Aid L-l, 
Prentice-Hall. 2 p Free 
MARSHALL, Martin V. 
See Borden, Neil H. 
MARTI, D. B. 
Income tax and social security course, 13th 
ed. Prentice-Hall. 164 p $2.50 
MARTIN, George E. 
First writing lessons in Gregg shorthand 
simplified. J Bus Ed 34: 290-92 Ap 
The legal secretary. Univ of Detroit Law 
Journal 36: 380-81 F 
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MARTIN, J. A. 
Bring business letter writing to life. Bus Ed 
World 40: 22-24, 45 S 
MARTIN, Kenneth E. 
A study of the effect of background in mathe- 
matics upon achievement in a college-level 


calculating machines course. Emporia 
(Kan.) State Teachers College, M.S. 
thesis °58 


MASKIEWICZ, Helen S. 

Profile of a business teacher (Connecticut). 

Bus Ed World 39: 24-26 My 
MASON, Perry and others 

Fundamentals of accounting, 4th ed. Holt. 

910 p $7.50 
MASON, William J. 

A study in economic education; the content 
of economic education in selected Iowa 
high schools. State University of Iowa, 
Ph.D. thesis °58; J Bus Ed 34: 221 F 

MATTHEWS, Ronald W. 

Student planning through a display project. 

Bal Sheet 40: 249, 251 F 
MATULIS, Helen and Donald Linner 

New business education facilities ready to 

open. Beacons on Bus Ed 43: 8-14 
MAXWELL, Gerald W. 

Student-centered activities in general business. 
Bus Ed World 40: 17-18, 36 S; 33-38 O; 
33-37 N 

See also Arensman, Ray W. 

MAYBURY, Sally B 

Principles of business letter writing. Ronald. 

413 p $4.50 
MAYER, Forrest L. 

A dozen “do’s” for beginning teachers of 
general business. Bus Ed Newsletter (P-H) 
6: 1 Fall 

See also Aberle, John W. 

MAYO, Lucy Graves 

The secretary acts. Today’s Sec 61: 

24 F 
MEEHAN, James R. 

How to use the calculator and the comp- 
tometer, 4th ed. Gregg. 144 p $1.76 

Office machines. Amer Bus Ed Y 16: 162-75 

MELLINGER, Morris 

Streamline the checking of written work. 

Bus Ed World 40: 23, 40 O 
MELSON, Elizabeth 

Work simplification for stenographers. Bus 

Ed Forum 13: 21, 23 My 
MENNING, J. H. and C. W. Wilkinson 
Writing business letters, rev. ed. Irwin. 550 


20-21, 


p 
MERRIFIELD, Charles W. 
Economic competence: new frontier in civic 
education. Social Education 23: 71-74 F 
METCALF, Wendell O. 
Recent developments in small business man- 
agement. Amer Bus Ed 15: 263-68 My 
MEYER, Bernadine 
In defense of general business. Cath Bus Ed 
R 10: 31-34 F 
— from those you teach. Am Voc J 34: 


a 
See also Adams, Wilma Jean 
MEYER, Louise Hoffman 
Effects of automation on business education. 
Wayne State University, M.Ed. thesis °58 


Business Education Index 


MEYER, Warren G. 
Improving instruction in distributive educa- 
tion. Bus Ed Forum 13: 4 Ap 
MEYSTRE, Frederick J., Jr. 
Homework paid for the course! J Bus Ed 34: 
214-15 F 
MICHMAN, Ronald D. 
Dynamic procedures in teaching retail 
store advertising. Bal Sheeet 40: 298-300 


Mr 
MICKELSON, Harold 
An easy introduction to bookkeeping. Bal 
Sheet 40: 196-98 Ja 
MILHAM, George E. 
SP plus CP equals what? Bus Ed World 39: 
9, 30 Je 
Students need our personal interest. Bus Ed 
World 40: 18-19 D 
MILKES, Julian A. 
—, what you preach. Bal Sheet 41: 113, 
14 


MILLER, C. C. 

Instructors of non-academic subjects in pub- 
licly supported junior colleges: a study of 
certification and employment practices and 
proposals for certification. J Bus Ed 35: 
136 D 

MILLER, G. H. 

Arithmetic skills needed? Illinois Education 

47: 327 Ap 
MILLER, Harlan B. 

A businessman takes a look at typewriting. 

Bus Ed Forum 14: 9-10 N 
MITRO, John S. 

An evaluation of free and inexpensive ma- 
terials for instruction in consumer educa- 
tion. Boston University, Ed.M. thesis °58; 
N Bus Ed Q 28: 510 

MONAY, Ralph 

A comparison of programs of business edu- 
cation in secondary schools and in in- 
dustry. Indiana University, Ph.D. thesis 
58; N Bus Ed Q 28: 52-53 O 

MONKMAN, Phyllis A. 

Developing skill in typewriting. Bus Ed 

Forum 14: 15-16 N 
MONTENEGRO, Acuna 

Derecho practico comercial. 

$3.75 
MOORE, Mary Virginia 

The executive secretary and her leadership 

role. Delta Pi Epsilon J 2: 32 Je 
MOORE, Phelma 

TV and business education. Bal Sheet 40: 

292-93, 297 Mr 
MOORE, Rose Marie 

Course offerings, pupil enrollment, and 
teacher qualifications in business educa- 
tion in Ohio public schools for the year 
1957-58. Ohio State University, M.A. 
thesis °58 

MOORMAN, John H. 

Administering business education in univer- 
sity schools or colleges of education—cur- 
~ problems. N Bus Ed Q 27: 21-24 


y 
MORAN, Helen M. 
Distributive education in the Boston pub- 
- schools. Bal Sheet 40: 211, 213 
a 


Gregg. 224 p 
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MORGAN, Raymond W. 

General education for business. Amer Bus 

Ed 16: 104-109 D 
MORRIS, Taylor I., Jr. 

The winding road of consumer credit. Bus 

Ed World 39: 17, 37 F 
MORRISON, Phyllis Caulfield 

A study: of certain general education values 
of typewriting in the junior high school. 
University of Michigan, Ph.D. thesis ’58; 
J Bus Ed 35: 35 O; N Bus Ed Q 28: 53 O 

See also Cook, Fred S. 

MOUSER, Marcella 

Personality of the teacher plays an important 

part. Kansas Bus Tchr 12: 11, Mr 
MURPHY, Herta A. 

Adjustment refusal letters for you to grade. 
ABWA Bul 23: 8-14 Ap 

Some thoughts on grading student business 
letters. ABWA Bul 23: 8-15 Mr 

MURRAY, Gladys S. 

NOMA: a turning point in office manage- 

ment. Office Exec 34: 22-24 § 
MUSE, Paul F. 

Utilizing the department evaluation for cur- 
riculum improvement. Amer Bus Ed 16: 
94-100, 109 D 

MUSSELMAN, Vernon A. 

Let’s examine our curricula and provide for 
individual differences. Ball State C J 30: 
3-4, 17 F 

The reading problem in teaching bookkeep- 
ing. Bus Ed Forum 14: 5-7 D 

Teaching account classification in bookkeep- 
ing. Bal Sheet 41: 14S 

Whither are we going in business education? 
Bal Sheet 40: 387 My 

Why we cannot have automation in educa- 

tion. Office 49: 168-70 Ja 

and Eugene Hughes 

Introduction to modern business, 3rd ed. 
Prentice-Hall. 630 p $6.95 


N 


NALESZKIEWICZ, W. 
The labor-management problem—a new ap- 
proach. Cath Bus Ed R 10: 36-40 Je 
NANASSY, Louis C. 
Business education index—1958. Delta Pi 
Epilson. Gregg. 62 p 
NATALE, Gloria 
Higher rates in first-year typewriting. Bus 
Ed Forum 14: 16-17 N 
NATIONAL association for business teacher edu- 
cation 
NABTE roster of institutional members, 
1959-60. N Bus Ed Q 28: 73-77 D 
NATIONAL business teachers association 
The clerical program in business education. 
American Business Education Yearbook, 
Vol. XVI, 1959. Harry Huffman, ed. Joint 
Publication Commission of the Eastern 
Business Teachers Association and the 
National Business Teachers Association. 
New York University Bookstore, 18 Wash- 
ington Place, New York 3, New York. 470 
p $3.75 
NATIONAL office management association 
NOMA: a turning point in office manage- 
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NATIONAL office management association 
(continued) 
ment. Gladys S. Murray. Office Exec 34: 
22-24 § 
NOMA and the business educator. H. H. 
Trow. Office Exec 34: 43 Ja 
NOMA automation newsletter. See issues 


NEER, Claudine 
“To feel but not see” is most difficult rule. 
Kansas Bus Tchr 12: 4, 24 Mr 
NELSEN, W. Donald 
The resource value of employers in the de- 
velopment of post-high school occupational 
training as influenced by their awareness 
of such programs and other related factors. 
J Bus Ed 34: 304 Ap 
NELSON, Edwin L. 
Improving instruction in visual merchandis- 
ing. Bus Ed Forum 13: 11-14 Ap 
NELSON, J. Howard 
Are business teachers really business teach- 
ers? Bus Educ 1: 4-5 Winter 
Is our heen at ay in business education out- 
moded? Bus Educ 2: 6 Fall 
NELSON, Julius 
Artyping. See issues J Bus Ed 
Typewriter mystery game. See issues J Bus 
Ed 


See also Hossfield, George L. 
NELSON, Roger H. 
Accelerated typing. Bus Ed Publishers. 523 
3.95 


A handbook of selected case studies involving 
human relations problems of office work- 
ers. Columbia University, Ed.D. thesis °58; 
N Bus Ed Q 28: 53-54 O 

NESTER, Justine E. 

Psychology and business education. Ohio Bus 

Tchr 19: 14-16, 60 Ap 
NEUNER, John J. W. 
Office management: principles and practices, 
4th ed. South-Western. 714 p $6.75 
NEWMAN, Monroe 
See Torkelson, Gerald M. 
NILES, Henry E. and others 
oe supervisor, 3rd ed. Wiley. 307 p 


NISSIM, Matook R. 
Investments. Sec 19: 20-22 Mr 
NIVARD, Sister Mary 
What is the role of business education? Cath 
Bus Ed R 10: 25-33 Je 
NOLAN, Carroll A. 
See Wingate, John W. 
NORTON, Margaret 
How to prepare a publicity scrapbook. To- 
day’s Sec 62: 15, 52 
NORWOOD, Carolyn V. 
See Jones, I. Virginia 


O 


OBERHOLTZER, Maxine 
Symposium: how can the business teacher 
keep abreast of the changing business 
world? Ball State C J 30: 13-15 F 
OBERLY, John W. and J. E. Silverthorn 
— a 3rd ed. South-Western. 186 
p $1. 
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O'BRIEN, Cyril C. 
You can produce and market motivation. J 
Bus Ed 34: 354 My 
O'BRIEN, Juanita Allene 
A follow- -up study of secretarial studies grad- 
uates of the university of Texas—1954 
through 1957. University of Texas, M.B.A. 
thesis °58 
OCCUPATIONAL information 
Absence, tardiness, and the office worker. 
Warren M. Jensen. Bal Sheet 40: 206-207 
Ja 
An analysis of job activities and personality 
traits required in office occupations of 
secretarial graduates. Sister Mary Kevin 
Bryce. Catholic University, M.A. thesis 
58 
An analysis of the types of job opportunities 
in the Oroville (California) area with 
emphasis on the qualifications required. 
Charles Maggi, Jr. Chico State College, 
M.A. thesis °58 
Applying for, holding, and advancing on the 
clerical job. Mary L. Bell and Russell 
Sicklebower. Amer Bus Ed Y 16: 229-42 
Civil service opportunities for business stu- 
dents upon graduation from high school. 
Elaine McWatt. Wayne State University, 
M.Ed. thesis °58 
The clerical worker of the future. L. M. 
Collins. Amer Bus Ed Y 16: 81-92 
The economic and psychological effects of 
retirement. Harold A. Sieber. Northern 
Illinois University, M.S. thesis °58 
Employment trends of importance to the 
general clerical teacher. Marian Darst. Bus 
Ed Forum 14: 24-25 N 
Evaluating transcribers on the job, a study 
made in the Madison, Wisconsin, area. 
Rose Ellen Lewis. University of Wisconsin, 
M.A. thesis 58; N Bus Ed Q 28: 40-41 O 
Guidance and evaluation for clerical occupa- 
tions. Paul L. Turse. Amer Bus Ed Y 16: 
403-15 
Have business education—will work (per- 
haps?). Harry Huffman. Bus Ed Forum 
13: 28, 34 Mr 
Improving instruction in vocational occupa- 
tional relations. William Knaak. Bus Ed 
Forum 13: 16-17 Ap 
An investigation of the activities and duties 
of office personnel to determine the effec- 
tiveness of the business education program 
in St. Boniface business school, Philadel- 
phia, Pennsylvania. Sister Mary Leola 
Thompson. Boston University, Ed.M. 
thesis 58; N Bus Ed Q 28: 69-70 O 
Occupational information: its development 
and application, 3rd ed. Carroll L. Shartle. 
Prentice-Hall. 384 p $6.50 
A random survey of office employees in 
Waupun, Wisconsin, relative to education 
and employment experiences. Edna Cleve- 
land. University of Wisconsin, M.S. thesis 
°58; N Bus Ed Q 28: 13-14 O 
Secretarial work in 1959. Irene Place. Bus 
Ed Forum 13: 11-14 F 
So you want to get ahead. Eloise J. Zeller. 
Sec 19: 24-25 D 
The stenographic supervisor evaluates be- 
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OCCUPATIONAL information (continued) 
ginners. Geraldine Kyle. Bus Ed Forum 
14: 10-12 O 

A study of methods and practices in the 
selection of office supervisors. William 
Sparling. State University of Iowa, M.A. 
thesis *58 

A study of office workers’ attitudes toward 
their jobs. Walter M. Holmes. Pittsburg 
(Kan.) State Teachers College, M.S. 
thesis 58; N Bus Ed Q 28: 32-33 O 

A study of requirements for and deficiencies 
of beginning office workers in selected 
Waterloo industries. Donald Lloyd David- 
son. lowa State Teachers College, M.A. 
thesis *58 

A study of the requirements of clerical 
workers in the Oceanside-Carlsbad area. 
Patricia Rothermel. San Diego State Col- 
a, M.A. thesis *58; N Bus Ed Q 28: 
6 


Supply and demand for clerical work- 
- T. W. Kling. Amer Bus Ed Y 16: 16- 

A survey of the educational and personal 
characteristics required for initial employ- 
ment of accountants in a selected group 
of Iowa industries. Leonard E. Bennett. 
Iowa State Teachers College, M.A. thesis 
58 

A survey to determine the desirable qualifi- 
cations required by employers of clerical 
workers in Miami, Oklahoma. Murl Ray 
Rice. Pittsburg (Kan.) State Teachers 
College, M.S. thesis °58 

Views from the front office. See issues 
Today’s Sec 

What seniors don’t know can hurt them. 
George Castel. Bus Ed World 39: 11, 44 
A 


p 

Why not court reporting? Arnold Cohen. 
Bus Sch Exec Digest 1: 8-10 N 

The working girl and Christopher ideals. 
Sister Anne Joseph. Cath Bus Ed R 10: 
8-12 Je 

—e—V— Rayond and Raymond J. Grand- 

ie 

A philosophy of distributive education. Bus 
Ed Observer 31: 8, 10 N 

OFFICE machines 

Adding and calculating machines; bookkeep- 
ing and accounting machines. Mary D. 
Lyons. Office Mgt 20: 40-53 Ag 

Demand more than “acquaintance knowl- 
edge” from business machine students. 
Albert G. Giordano. Amer Bus Ed 15: 
173-74 Mr 

The effective use of office machines. Harry 
L. Wylie. Office 50: 69-72, 168 Ag 

The handicapped person in office machines. 
Irvin H. Lesser. J Bus Ed 35: 102 N 

Help, help, help! Mary Witherow. Bal Sheet 
41: 155, 190 D 

How to use the calculator and the comp- 
tometer, 4th ed. James R. Meehan. Gregg. 
144 p $1.76 

Intercommunications, dictating and transcrib- 
ing equipment. John M. Sine. Office Mgt 
20: 38-54 S 

Job instruction sheets teach machine funda- 
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OFFICE machines (continued) 


OFFICE management (continued) 
mentals. Ruthetta Krause. Bus Ed World 


4th ed. John J. W. Neuner. South-Western. 


IR I 





39: 21-23, 36 My 

Machine office practice set. Peter L. Agnew. 
South-Western. $2.08 

Office machines. James R. Meehan. Amer 
Bus Ed Y 16: 162-75 

Office .machines in use and types of training 
received by machine operators in Lincoln, 
Nebraska, with implications for teacher 
training. Mary Louise Forney. University 
of Nebraska, M.Ed. thesis °58; N Bus Ed 
Q 28: 17-18 O 

Office machines repair, equipment, tools, and 
supplies. Ind Arts & Voc Ed 48: 74A-75A 
Mr 


Plan your business-machines room logically. 
Harry W. Baggett, Jr. Bus Ed World 39: 
24, 41 Ap 

The problem approach to teaching machines. 
John K. Keelon. Bus Ed Newsletter (P-H) 
6: 2 Fall 

A proposed training program for operators 
of key-drive calculators based on an analy- 
sis of work activities. Mary Margaret 
Brady. J Bus Ed 34: 221 F 

Readability of office machine textbooks. 
Frances Carr. University of Southern Cali- 
fornia, M.S. thesis *58 

Recent developments in business machines. 
Allan J. Ross. Amer Bus Ed 15: 208-11, 
268 My 

A survey of office machines equipment in a 
selected group of business firms in the 
Pittsburg, Kansas, area. Jack L. Jarrett. 
Pittsburg (Kan.) State Teachers College, 


M.S. thesis *58; N Bus Ed Q 28: 34-35’ 


A survey of the need for key punch operators 
in state government and the facilities in 
the Tallahassee, Florida, area for training 
potential employees in this field. Florence 
C. Stewart. Florida State University, M.A. 
thesis °58; N Bus Ed Q 28: 68-69 O 

Teach calculator theory to help train com- 
puter operators. Calvin Kennedy. Bus Ed 
World 39: 16-17, 33 Mr 

Tested problems for calculators and listing 
machines. John K. Keelon. Prentice-Hall. 
73 p $1.48 

Vocational office machines course in Rock- 
land county. Orvis R. Hazard. Bal Sheet 
40: 205, 207 Ja 

We give office-machines students two grades. 
Lowell A. Vaughn. Bus Ed World 40: 18- 
19 O 

We stopped teaching machines by the rota- 
tion plan. David G. Goodman. Bus Ed 
World 40: 31, 45 S 


OFFICE management 


Books of interest to office management. Of- 
fice Mgt 20: 52-66 D 

Education of office managers. L. M. Collins. 
Office Exec 34: 61 My 

The effective use of office space. Harry L. 
Wylie. Office 50: 148-54 O 

Management and supervision in clerical op- 
erations. Ray W. Arensman. Amer Bus Ed 
Y 16: 52-68 

Office management: principles and practices, 


714 p $6.75 

Office management—profession in transition. 
Robert M. Smith. Office Mgt 20: 15-17 D 

The office supervisor, 3rd ed. Henry E. Niles 
and others. Wiley. 307 p $5.95 

Program for increasing office productivity. 
Earl P. Strong. Office Exec 34: 22-24 Ag 

Recent developments in office management. 
Fred A. Schultz. Amer Bus Ed 15: 246- 
52 My 

Training clerical supervisors. Irwin Schoen- 
feld. Personnel Journal 36: 292-94 °58 

Until the big game reappears, what will you 
do with your safari? Ray W. Arensman. 
Office Exec 34: 13, 19 Ja 


OFFICE training 


Adults need office practice, too! Fred C. 
Archer. Bus Tchr 36: 15 Mr 

Are you helping or hurting your best gradu- 
ates? Harry Baggett. Bal Sheet 41: 105, 
144 N 

Bulletin board suggestions for typing and of- 
fice practice. Sister M. Therese. Bus Ed 
World 39: 20-22, 33 Je 

Business telephone etiquette. Donald C. 
Power. J Bus Ed 34: 298-99 Ap 

Catapult to successful business careers. 
Alfreda E. Oliwa. Systems for Ed 5: 11-12 
Mr-Ap 

Conserve time—save yourself—and the 
course. Fred C. Archer. Bus Tchr 37: 15 N 

Co-operative office education for the average 
student? Robert T. Addison. Ohio Bus 
Tchr 19: 23-25 Ap 

A curriculum guide in office skills for the 
Minneapolis public schools. Marcella 
Hammer. University of Minnesota, M.A. 
thesis *58 

Do school jobs for real office practice. Cecil 
O. Spray. Bus Ed World 40: 32, 41 O 

Efficiency. Mae MacMillan. Sec 19: 6 N 

Establishment of an office practice course in 
the high school. Doris D. Herbst. Wayne 
State University, M.Ed. thesis °58 

Framework for student growth. Mary Jane 
Sherlock. J Bus Ed 35: 12-14 O 

Housekeeping simplified. Fred C. Archer. 
Bus Tchr 37: 15 D-Ja 

How high the standard? John J. Gress. Bus 
Ed World 40: 20-21 S 

“I can’t send this out!” Ruth Unrau. Bus Ed 
World 40: 25, 39 S 

Important testing and evaluating problems in 
office education. Robert L. Ferguson. Bus 
Ed Forum 14: 19-20 O 

An in-school training program for office 
workers. Fred W. Reinshagen. Bal Sheet 
40: 398-401 My 

The in-school work-experience program. Ed- 
ward A. Perkins, Jr. J Bus Ed 35: 69-71 N 

An integrated program for instruction of 
business machines and filing with short- 
hand II, together with a follow-up study 
of this program. Herbert Eugene King. 
University of Minnesota. M.A. thesis 





Making the teacher’s time count double. 
Fred C. Archer. Bus Tchr 37: 15 S-O 
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OFFICE training (continued) 
Model office experience before graduation. 
Fred C. Archer. Bus Tchr 36: 15 My-Je 
Office and secretarial training, 4th ed. Rufus 
—— and others. Prentice-Hall. 312 p 
3.60 

Office attitudes and traits. Mary Ellen Oli- 
verio. Amer Bus Ed Y 16: 217-28 

Office in Hometown. Otis A. Crosby. Nations 
Sch 64: 84-87 S 

The office manual in the college registrar’s 
office. Leslie W. Ross. San Jose State Col- 
cee: M.A. thesis °58; N Bus Ed Q 28: 62 


Office operations integrated. Ronald A. Kos- 
ter. J Bus Ed 34: 328-29 My 
Office practice—a survey of current litera- 
ture. Marjorie J. Saxon. University of 
Minnesota, M.S. thesis °57; N Bus Ed Q 
28: 64-65 O 
The office practice course 
schools. Claire Preston. 
College, M.Ed. thesis °57 
Office practice for business education depart- 
ments in Pennsylvania’s public schools. 
Bulletin 274, Department of Public In- 
_— Harrisburg, Pennsylvania. 56 p 
50 
Office practice—frosting the cake. Rosalyn 
S. Abel. Bal Sheet 40: 342, 352 Ap 
Office practice—the challenge of our times. 
Syn M. Therese. Cath Bus Ed R 10: 43- 
e 
Office practice—the other half of our job. 
Fred C. Archer. Bus Tchr 36: 14 F 
Office practice—versatility in action. Theo- 
dore Yerian. Bus Ed Forum 13: 4 F 
An office work-experience program. Galen 
Stutsman. Bal Sheet 41: 6-7, 11 S 
The personal qualifications needed for suc- 
cess in a business office. Magdalen David- 
son. Wayne State University, M.Ed. thesis 
58 
Reference manual for office employees, 4th 
ed. Lenna A. Larsen and Apollonia M. 
Koebele. South-Western. 150 p $1.08 
The relationship of office standards to busi- 
ness training. Dean R. Malsbary. Am Voc 
J 34: 22, 26 0 
The role of the coordinator in the coopera- 
tive office work experience program. Ce- 
cilia M. Walczak. Wayne State University, 
M.Ed. thesis °58 
SP plus CP equals what? George E. Milham. 
Bus Ed World 39: 9, 30 Je 
Selection and placement of office trainees. 
E. M. Chinnock. J Bus Ed 34: 212-13 F 
Some recommended areas of study for a 
management curriculum geared to the 
potential office manager based on a job 
analysis of office managers. Frank D. 
Ferguson. J Bus Ed 35: 35 O 
A study of the effectiveness of the secretarial 
and office practice course. Ellen M. Eckert. 
Bus Ed Newsletter 7: 24-26 O 
Systems in the office practice class. Elizabeth 
Seufer. Bus Ed Forum 13: 27-28 My 
Teach office practice in a classroom office. 
Edna H. Barbour. Amer Bus Ed 16: 124- 
26 D 


in Minnesota 
Mankato State 
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OFFICE training (continued) 

Teaching students to work with ease. Ethel 
Hale. J Bus Ed 34: 239-40 Mr 

Terminal business education programs of the 
junior colleges. The relationship between 
content of the office practice courses taken 
and the office duties performed by gradu- 
ates of Thornton township high school for 
the years 1954, 1956, and 1957. Pheba 
Katherine Floyd. Illinois State Normal 
University, M.A. thesis ’58 

A venture in cooperative planning. Mar- 
guerite Wood. Bal Sheet 40: 296-97 Mr 

What you need is a secretary! M. A. Kiley. 
Bus Ed World 40: 4-5 D 

When things are running too smoothly— 
1S Ap out! Fred C. Archer. Bus Tchr 36: 

OKAMOTO, Dorothy K. 

A study to determine the relative effective- 
ness of interesting timed testing material 
in typewriting. University of Southern Cal- 
ifornia, M.S. thesis °58 

OLIVERIO, Mary Ellen 

Office attitudes and traits. 
16: 217-28 

Two points of view on shorthand. Bus Ed 

Forum 14: 6 O 
and Harold O. Palmer 
—o timed writings. Prentice-Hall. 63 p 


OLIWA, Alfreda E. 
Catapult to successful business careers. Sys- 
tems for Ed 5: 11-12 Mr-Ap 


P 


Amer Bus Ed Y 





PAINE, Frank T. 
Management training and productivity pro- 
grams at Syracuse university. Coll N & V 
12: 11-14 Mr 
PALMER, Charles E. 
There is ye enough for all! Bal Sheet 
is 3 


PALMER, Harold O. 
See Oliverio, Mary Ellen 
PALMER, Kermit 

Standards for my first teaching position. Bus 

Ed Newsletter 6: 3-4 Ap 
PAPPAS, Charles and W. Fred Totten 

Career opportunities in the retail food indus- 

try. Am Voc J 34: 24-26 F 
PARKER, Frances 

Words hold interest better than letters. Kan- 

sas Bus Tchr 12: 16 Mr 
PARKS, James R. 

How to improve the lecturing technique in 
teaching accounting. Bal Sheet 41: 8-9 S 

What are the objectives of introduction to 
oo textbooks? Bus Ed World 40: 26- 

- 
PASCALE, Alfred C. 

A study of medical terminology pertinent to 
the educational preparation of the medical 
secretary and medical assistants. Boston 
University, Ed.D. thesis 58; N Bus Ed Q 
28: 54-55 O 

PASEWARK, William R. 

Teaching typewriting through television. Bal 

Sheet 40: 388-92 My 
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PASQUALINI, Francois 
I tried my hand at court reporting. Bus Ed 
World 39: 18, 32 Mr 
Shorthand is not for “sissies”! Bus Ed World 
40: 19, 38S 
The small-outline myth. Bus Ed World 40: 
33 D 


3 
PAUL, Sister M. Teresa 
An effective teaching procedure. 
Forum 14: 18-19 N 
PAYNE, Vernon V. 
Administering business education on the col- 
» and university level. N Bus Ed Q 27: 


Bus Ed 


y 
See also Stuart, Esta R. 
PEART, Gilbert 
Survey of hi es -_— graduates. J Bus Ed 
PEDERSON, Mortoria, L. 

A survey of the use of shorthand and type- 
writing by the graduates of Jackson col- 
lege, department of women in Tufts uni- 
versity. Boston University, Ed.M. thesis 
*57; N Bus Ed Q 28: 55-56 O 

PEMBERTON, LeRoy A. 

See Gibson, E. Dana 

PENDERY, John A. 

Clerical payroll procedures, 3rd ed. South- 

Western. 134 p $1.32 
PENMANSHIP 
The case for handwriting. William L. Rine- 


hart. Amer Bus Ed 15: 162-65 Mr 
The Philadelphia story. Wesley E. Scott. 
Amer Bus Ed 15: 165-68 Mr 


The program at Putnam high school. Charles 
Seney. Amer Bus Ed 15: 169 Mr 
The program at Turners Falls high school. 
George F. Wrightson. Amer Bus Ed 15: 
168-69 Mr 
PERKINS, Edward A., Jr. 
The in-school work-experience program. J 
Bus Ed 35: 69-71 N 
PERREAULT, John O. 
Early birds in business. H Sch J 42: 
Mr 
PERRY, Enos C. 
Clerical bookkeeping for clerical workers. J 
Bus Ed 129-30 D 
PERRY, James Arthur 
An analysis of the research techniques used 
in follow-up studies of business education 
graduates. University of Southern Califor- 
nia, M.S. thesis *58 
PERRY, Richard S. 

A system of grading letters—its application 
to an answer to a complaint. ABWA Bul 
24: 6-13 O 
and S. J. Wanous 

The business curriculum—what is its future? 

N Bus Ed Q 27: 40-49 My 
PERSONALITY 
Attitudes and personality traits essential for 
clerical employment. Parker Liles. Amer 
Bus Ed Y 16: 33-51 
Personal rating scale (with profile). Paul C. 
Ickes. Allied. 16 p $.50 

The relationship between personality traits 

and basic skill in typewriting. Woodie L. 

Tucker. J Bus Ed 35: 136 D 
A study of the development of personal char- 


194-97 
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PERSONALITY (continued) 
acteristics as an integral part of business 
education. Mary Heyer. University of Wis- 
consin, M.S. thesis *58; N Bus Ed Q 28: 
30-31 O 

PES™K, William H. 

A study of entering freshmen in the business 
department of Kansas state teachers col- 
lege, Pittsburg, for the year 1956-57. Pitts- 
burg (Kan.) State Teachers College, M.S. 
thesis °58; N Bus Ed Q 28: 56 O 

PETERS, Pauline H. 

Supervisory work of the secretary. Sec 19: 

12-13 O 
PETERS, Robert 

Effect of inconsistencies in Gregg shorthand 
simplified on student transcripts. Mankato 
State College, M.Ed. thesis °57 

PETERSON, J. S. 
See Davis, Allen H. 
PETERSON, John C. 

A manual typewriting correction technique. 

Bus Ed Forum 13: 20 F 
PETERSON, Kathryn L. 

An occupational survey of Chaska, Minne- 

yy University of Minnesota, M.A. thesis 


PETERSON, William F. 

A survey of the office machines in use and 
of the factors affecting the initial employ- 
ment of high school graduates by the in- 
dustrial firms in Anderson. Ball State 
Teachers College, M.A. thesis °58 

PETITTO, Ernest D. 

Co-operative business education in Marietta 

high school. Ohio Bus Tchr 19: 20-22 Ap 
PETTICREW, C. R. 

Recent developments in 

Bus Ed 15: 236-41 My 
PHELPS, Wenona 
Junk! or gems! Amer Bus Ed 16: 34-39, 
64 O 
PHILLIPS, Charles F. 
See Duncan, Delbert J. 
PICARD, Polly Ann 

A “reference round robin” streamlines li- 
brary instruction. Bus Ed World 39: 7-9 F 

Try a travel project. Bus Ed World 39: 25 Je 

PICKERING, Nellie Brinnon 

An evaluation of the business education cur- 
riculum of Graham high school, Cham- 
paign county, Ohio. Ohio State Univer- 
eee thesis °58; N Bus Ed Q 28: 56- 
57 


PIERSON, Alvin P. 

Contributions of business law to. general 
education and the development of course 
materials for use at a state college. J Bus 
Ed 35: 136 D 

PIERSON, Frank C. and others 

The education of American businessmen. J 

Bus Ed 35: 114, 117 D 
PIPER, Edwin B. and Joseph Gruber 

Applied business arithmetic, 7th ed. South- 

Western. 566 p $3.70 
PLACE, Irene 

From filing to records and paperwork man- 
agement. Amer Bus Ed Y 16: 146-61 

— work in 1959. Bus Ed Forum 13: 


insurance. Amer 
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PLACE, Robert I. 


Five ways to make clerical practice a “real” 


experience. Bus Ed Forum 13: 32 Ja 
PLACEMENT 


Selection and placement of office trainees. 


E. M. Chinnock. J Bus Ed 34: 212-13 F 
POLISHOOK, William M. 

Today’s general business. Ginn. 419 p $4.32 

and Carmella M. Rossi 

Economic education as general education. 
Amer Bus Ed 16: 25-31 O 

POLLARD, C. Les 

A follow- -up study of Modesto junior college 
business graduates. Chico State College, 
M.A. thesis *58 

POND, A. Smith 

Economics in business education. J Bus Ed 

34: 293-94 Ap 
POPE, Lester B. 

Chemical engineering terms in Gregg simpli- 

fied. Today’s. Sec 62: 48 N 
POPHAM, Estelle L. 

Administering business education in liberal 
arts colleges—noncurricular problems. N 
Bus Ed Q 27: 28-31 My 

POPKINS, Marie C. 

Plastics terms in Gregg simplified. Today’s 

Sec 61: 44 F 
PORTER, Leonard J. 

Bookkeeping—its directions and goals (G- 
1); Civil service spelling tests and other 
job-entrance spelling tests (C-3); Con- 
sumer facts for students of general busi- 
ness (B-3); Exploratory courses in business 
education (Z-1); Hints for grading (A-2); 
The intellectually gifted shorthand student 
(S-2); Interesting facts for economic geog- 
raphy (E-1); Niceties and oddities of 
communications (C-5); Today’s clerical 
training (H-1): Toward more realistic 
typewriting training (T-3); Typing drills 
and helps (T-4). Business Teaching Aids, 
Prentice-Hall. Free 

Summary learning. Bus Ed Newsletter (P- 
H) 2: 4 Spring 

Tomorrow’s secretary. Bus Ed Newsletter 
(P-H) 6: 4 Fall 

See also Stuart, Esta R. 

PORTER, Mahlon E. 

Tried, tested, and student-approved films for 
0 Ap business. Bus Ed Newsletter 6: 
8-10 A 

POST, Harold B. and others 

New horizons and the search for new stand- 
ards for NACBS. Bus Sch Exec 15: 5-10 
M 





r 
POSTON, Charles S., Jr. 

Using sixteen millimeter films in business 
education—a bibliography. University of 
Minnesota, M.S. thesis °57; N Bus Ed Q 
28: 57-58 O 

POTTER, M. David and Bernard P. Corbman 
_ Fiber to fabric, 3rd ed. Gregg. 384 p $4.20 
POULTON, E. C. 

Copying behind during dictation. Journal 
of Experimental Psychology 10: 48-55 
°58 

POWER, Donald C. 
Business telephone etiquette. J Bus Ed 34: 
298-99 Ap 


Business Education Index 


PRATT, Lowell C. 
Student management workshop. J Bus Ed 34: 
159-60 Ja 
PRESTON, Claire 
The office practice course in Minnesota 
schools. Mankato State College, M.Ed. 
thesis °57 
PRICE, G. Baley 
This university gets double value from its 
electronic computer. Bus Ed World 39: 
14-15 Ja 
PRICE, Ray G. 
Improving the basic business program: make 
basic business good general education. Bus 
Ed Forum 13: 5-7 Mr 
PROFETA, Fred R. 
“— —_ law? Bus Ed Observer 30: 4, 


PRONSKI, Frances Angela 
An analysis of the duties of clerical em- 
ployees in the American steel and wire 
division of the United States steel cor- 
poration, Worcester, Massachusetts. Bos- 
ton University, Ed.M. thesis “57; N Bus 
Ed Q 28: 58 O 
PROUTY, Robert Bruce 
The relationship of college preparation and 
college grades to success on the CPA ex- 
amination. Virginia Polytechnic _ Insti- 
-_ M.S. thesis °58; N Bus Ed Q 28: 59 


PUAKOOL, Romani 
The improvement of teaching bookkeeping 
in the secondary school. Wayne State Uni- 
versity, M.Ed. thesis °58 
PUBLIC relations 
Don’t treat public relations like your poor 
relations. Marguerite Schumann. Sec 19: 
29-31 Ja 
How schools can promote good public rela- 
tions in the business community. Wesley 
E. Scott. Bus Ed Forum 14: 21, 33 N 
How to prepare a publicity scrapbook. Mar- 
garet Norton. Today’s Sec 62: 15, 52 S 
The public has a right to know. Carl W. 
Salser, Jr. Bus Educ 1: 8-9 Spring 
Public relations and business education. Ger- 
y L. Timm. Bal Sheet 41: 156-59, 161 


Public relations relating to parents. Alfred 
McAfee. University of Minnesota, M.A. 
thesis °58; N Bus Ed Q 28: 48-49 O 

Telling the local community about business 
education. Brother Leo V. Ryan. Amer 
Bus Ed 16: 58-60 O 

PUNCHARD, Johnie Barnett 

A study of the community resources supple- 
menting the text materials in teaching 
general business in Robert E. Lee high 
school, Baytown, Texas. University of 
Houston, Ed.D. thesis ’58 

PUNKE, Harold H. 

Counseling for decision-making. J Bus Ed 

34: 210-11 F 
PURKHISER, Earl P. 

A follow-up study of a selected group of 
graduates of Baldwin Park high school 
one year or more following graduation. 
University of Southern California, M.S. 
thesis °58; N Bus Ed Q 59-60 O 
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PUTNAM, Pauline 
The worst sample of business writing. ABWA 
Bul 23: 14-16 My 
PYLE, William W. and John A. White 
Fundamental accounting principles, rev. ed. 
Irwin. 770 p $7 


Q 


QUAY, Mark H. 
See Kirk, John G. 
QUINN, Helen E. 
Civil engineering terms in Gregg simplified. 
Today’s Sec 61: 42 Ja 
QUINTERO-RAMOS, A. M. 
Economics and charity. Cath Bus Ed R 10: 
35-40 F 


R 


RAHE, Harves 

Bibliography of research studies in steno- 
graphic-secretarial training and work re- 
ported prior to 1959. Southern Illinois 
University, Carbondale, Illinois. 57 p 

RAINEY, Bill G. 

Typewriting, 1957-1958 in review. Amer Bus 
Ed 16: 40-45 O 

What’s new in shorthand education? J Bus 
Ed 35: 131-34 D 

RAINS, Clellan C. and Ellen Shepard 

How we tested TV shorthand students. Bus 
Ed World 40: 30, 42 S 
and Mary Stella 

Teaching shorthand by television. Bus Ed 
World 39: 15-18 My 

RATHBONE, Ludlow H. 

A teacher’s guide to property and casualty 
insurance for a general business course. 
University of Southern California, M.S. 
thesis °58 

REED, Bernard A. 
Expectation and change. Bal Sheet 41: 110- 





12 N 
REEL, Rita M. 
File ’n find. Walch. 72 p $1.75 
REESE, H. Earle 
A study of accounting education in senior 
colleges and universities of the Southern 
association of colleges and secondary 
schools. George Peabody College for 
Teachers, Ed.D. thesis; J Bus Ed 35: 36 O 
REGAN, Teresa A. 
Typewriting for college-bound students. Bal 
Sheet 40: 230 Ja 
REIGEL, Charles E. 
Correlation of straight-copy and production 
rates of typewriting. Bus Ed Forum 14: 
-22 O 
The timed writing—‘“either-or.” Bal Sheet 
41: 160-61 D 
REINERT, Mae 
Open keyboard vs. closed keyboard. Kansas 
Bus Tchr 12: 16, 24 Mr 
REINSHAGEN, Fred W. 
An in-school training program for office 
workers. Bal Sheet 40: 398-401 My 
What’s your speed limit? Typ News 29: 1 
RESEARCH 
An analysis of the research techniques used 
in follow-up studies of business education 
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RESEARCH (continued) 


graduates. James Arthur Perry. University 
of Southern California, M.S. thesis °58 

Bibliography of research studies in steno- 
graphic-secretarial training and work re- 
ported prior to 1959. Harves Rahe. 
Southern Illinois University, Carbondale, 
Illinois. 57 p 

The community survey and follow-up studies. 
William Himstreet. CBEA Bul 17: 5 D 

The critical requirements for secondary 
school business teachers based upon an 
analysis of critical incidents. Robert M. 
Kessel. Delta Pi Epsilon J 2: 3-32 S 

Data-collection techniques and devices. Earl 
A. Dvorak. N Bus Ed Q 27: 3 Mr 

How to conduct a research project. Peggy 
— Rollason. Today’s Sec 61: 11, 52 
a 

Improving teaching through classroom ex- 
perimentation. Lawrence W. Erickson. 
Amer Bus Ed 16: 75-83 D 

The interview in business education research. 
Harold A. Coonrad. N Bus Ed Q 27: 11- 
16 Mr 

Library techniques in business education re- 
search. Edna L. Gregg. N Bus Ed Q 27: 
25-28, 48 Mr 

Observation in business education research. 
Martin Stegenga. N Bus Ed Q 27: 17-19, 
48 Mr 

Principles of follow-up research in business 
education. Robert A. Lowry. Indiana Uni- 
versity, Ed.D. thesis °58; N Bus Ed Q 28: 
43-44 O; J Bus Ed 35: 91 N 

The questionnaire in business education re- 
search. Robert A. Lowry. N Bus Ed Q 27: 
5-10 Mr 

Research for classroom teachers. I. David 
Satiow. See issues J Bus Ed 

Research in business education completed 
or under way in 1958. Hollis Guy. N Bus 
Ed Q 27: 29-48 Mr 

Research on learning to .type. Leonard J. 
West. North Dakota Quarterly, 100-107 
Autumn ’58 

Research roundup. C. E. Ginder. See issues 
Office Exec 

So you have to write a research paper. Ken- 
neth J. Hansen. Bus Ed World 39: 20-21 


Ap 
Some implications of modern theories of 
learning for research in typewriting. Stan- 
ley K. Fitch. J Bus Ed 35: 66-68 N 
Testing in business education research. 
Leonard J. West. N Bus Ed Q 27: 20-24 
Mr 2 
Typewriting research being conducted. Bal 
Sheet 40: 240 Ja 
Typing research, home style. Alan C. Lloyd. 
Bus Tchr 37: 31 S-O 
RETAILING 
Careers in retailing. Wheelock H. Bingham. 
J Bus Ed 35: 29-30 O; 85-87 N 
Discussion questions in retailing. I. David 
Satlow. Bus Tchr 36: 13 Ap 
Education for potential retailing executives. 
Karen R. Gillespie. Columbia University, 
Ed.D. thesis *58; N Bus Ed Q 28: 22-23 O 
Improving the teaching of retailing. G. 
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RETAILING (continued) 
Henry Richert. Bus Ed Forum 13: 5-6 
A 


p 

Retailing: principles and methods, Sth ed. 
Delbert J. Duncan and Charles F. Phillips. 
Irwin. 750 p 

Retailing students carry out a sales promo- 
tion. Robert E. Dodge. Bus Ed World 39: 
10-12 Je 

Specialized or general education for potential 
retailing executives? Karen R. Gillespie. 
Delta Pi Epsilon J 2: 8-15 Je 

Training junior retailing executives in high 
school?—why not? Arnold H. Scolnick. H 
Points 41: 47-51 Je 

REYNOLDS, Marie 
See Felter, Emma K. 
RICE, A. H. 

Business education: an administration study. 
Nations Sch 64: 63-65 S 

— business. Nations Sch 64: 49- 
50 


RICE, Murl Ray 
A survey to determine the desirable qualifi- 
cations required by employers of clerical 
workers in Miami, Oklahoma. Pittsburg 
State Teachers College, M.S. thesis 
58 


RICHARDS, William A. and Robert Woodward 
—— dos and don’ts. Allied. 127 p 
5 


RICHARDSON, Nina K. 

Type with one hand, 2nd ed. South-Western. 

28 p $.92 
RICHERT, G. Henry 

Distributive education in western Europe. 
Bus Ed World 40: 22-24, 29 D 

How Sweden handles distributive education. 
Bus Ed World 40: 34-35 S 

Improving the teaching of retailing. Bus Ed 
Forum 13: 5-6 Ap 

Teachers and businessmen learn about Bel- 
gium. Bus Ed World 39: 18-19, 40 Ap 

RICHMOND, Minna S. 

A survey of bookkeeping offered in the high 
schools of Massachusetts. Boston Univer- 
sity, Ed.M. thesis °58; N Bus Ed Q 28: 
60-61 O 

RICKMERS, Elvira 

Add that extra “something” to your sec- 

a practice. J Bus Ed 34: 295-97 


p 
RIFKIN, Morris 
See Zoubek, Charles E. 
RINEHART, William L. | 
The case for handwriting. Amer Bus Ed 15: 
162-65 Mr 
RIPPEE, Louise 
See Guthrie, Lois 
RISTAU, Robert A. 
The high-achievement student in bookkeep- 
ing: a challenge. Bus Ed World 39: 22-23 
Ap 
Use current source materials in business law. 
Bus Ed World 40: 5,8 O 
RIVERS, Cora 
See Jones, I. Virginia 
ROBB, Clara Jane 
Pretranscription drills on English fundamen- 
tals. Bus Ed Forum 14: 13-14 O 


Business Education Index 


ROBERTS, Margaret S. and William Calder 
The quality approach to typing. Bus Ed 
World 39: 16-19, 28 Ja; 26-30 F; 26-30 
Mr 
ROBINSON, Charles 
Resources for the clerical program. N Bus 
Ed Q 28: 53-77 D 
The use of audio-visual aids. Amer Bus Ed 
Y 16: 295-317 
ROBINSON, David M. 


Stimulating student interest in business writ-_ 


ing. ABWA Bul 23: 6-12 Ja 
ROBINSON, James L. 
Bookkeeping success must come early. Bus 
Ed Forum 14: 9-10 D 
ROBINSON, Julius M. 
Characteristics of a good business teacher. 
J Bus Ed 34: 330-32 My; Bus Sch Exec 
Digest 1: 11-14, 24 N 
ROBINSON, Katie Bozeman 
Business education in the junior high school. 
Wayne State University, M.Ed. thesis °58 
ROBINSON, Marie E 
“Why didn’t I get this earlier?” teachers ask. 
Bus Ed Forum 13: 26, 30 Ap 
ROBINSON, O. Preston, William R. Blackler, and 
William B. Logan 
Store salesmanship, Sth ed. Prentice-Hall. 
356 p $3.52 
ROGERS, Dolan 
See Sidwell, Almaretta 
ROGERS, Rose Marie 
The development of American textbooks in 
business English correspondence in the 
secondary school. University of Pittsburgh, 
Ph.D. thesis °58; N Bus Ed Q 28: 61 O 
ROHDE, Joyce Alberta 
The employment status of Spanish-American 
office workers in selected areas. University 
of Colorado, M.B.E. thesis ’58 
ROLLASON, Peggy Norton 
The art of creative business writing. Today’s 
Sec 62: 7, 46 D 
A cure for those first-job jitters. Today’s 
Sec 62: 11, 36 O 
How to conduct a research project. Today’s 
Sec 61: 11, 52 Ja 
ROMAN, John C. 
The ingredients of a successful distributive 
education program. Bus Ed Forum 14: 30, 
34 N 


What business teachers should learn from a 
_ study. Bus Ed Forum 14: 17-19 


ROMANIK, Felix 
Business education in Austria. Bus Ed Forum 
13: 21-25 Ja 
ROSENBERG, Arvie A. 
Learning units in bookkeeping. University 
of Minnesota, M.S. thesis °57; N Bus Ed 
Q 28: 62 O 
ROSENBERG, R. Robert 
Ask the experts. See issues Today’s Sec 
Business mathematics, exercises, problems, 
and tests, 2nd-ed. Gregg. 224 p $2.20 
ROSENBLUM, Irving 
Billboards in corridor and classroom. H 
Points 41: 42-43 My 
Business law poster-playlet. See issues Bus 
Ed World 
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ROSENBLUM, Irving (continued) 
Tell them a story. H Points 41: 69 F 
ROSS, Allan J. 
Recent developments in business machines. 
Amer Bus Ed 15: 208-11, 268 My 
ROSS, Kenton E. 
See Tate, Donald J. 
ROSS, Leslie W. 

The office manual in the college registrar’s 
office. San Jose State College, M.A. thesis 
58; N Bus Ed Q 28: 62 O 

ROSSI, Carmella M. 
See Polishook, William M. 
ROTHERMEL, Patricia 

A study of the requirements of clerical 
workers in the Oceanside-Carlsbad area. 
San Diego State College, M.A. thesis °58; 
N Bus Ed Q 28: 63 O 

ROWE, John L. 

The four arts of shorthand teaching—the art 
of dictating. Bus Ed World 40: 15-16, 39 
O; The art of previewing. 25-28 D 

Readin’, typin’, and ’rithmetic. Bus Ed World 

39: 9-12 Ja; 19-21 F; 19-22 Mr 
and Faborn Etier 

Typewriting drills for speed and accuracy, 
2nd ed. Gregg. 96 p $1.76 

RUEGG, Robert J. 
See Work, Maxie Lee 
RUSSELL, Jane L. 

A study of business education in the second- 
ary schools of England and Wales. Boston 
University, Ed.M. thesis ’58 

RUSSELL, Robert 

A study of the techniques used to supplement 
the teaching of business law in the second- 
ary school. Bus Ed Newsletter 7: 13-14 O 

RUSSELL, Sue 
No one is indispensable. Sec 19: 12-13 S 
RUSSON, Allien 

Are we meeting transcription standards? Bus 

Ed Forum 14: 31 O 
RYAN, Augustine J. 

Student store doubles stock turnover. Sys- 

tems for Ed 6: 6-7 S-O 
RYAN, Brother Leo V. 

Teaching about the better’ business bureau. 
Bal Sheet 41: 57, 96 O 

Telling the local community about business 
education. Amer Bus Ed 16: 58-60 O 

Training for economic competence. Cath Bus 
Ed R 10: 25-30 F 


S 





SALESMANSHIP 

Christmas sales training—a natural. Ray- 
mond A. Dannenberg. Amer Bus Ed 16: 
90-92 D 

Fundamentals of selling, 7th ed. John W. 
Wingate and Carroll A. Nolan. South- 
Western. 684 p $3.68 

Homework paid for the course! Frederick J. 
Meystre, Jr. J Bus Ed 34: 214-15 F 

The how’s of salesmanship. William C. 
Knaak. Bus Ed World 39: 23, 37 Mr 

Right and wrong in retail selling: two skits. 
Louise Lawrence. Bus Ed World 40: 24-25 


O 
Rip Van Winkle, salesmanship student. Wil- 
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SALESMANSHIP (continued) 

liam B. Logan. Bus Ed Newsletter (P-H) 
2: 3 Spring 

Salesmanship fundamentals, 2nd ed. John W. 
Ernest and George M. DaVall. Gregg. 448 
p $4.28 

Salesmanship—principles and practices of 
professional selling. Alfred Gross. Ronald. 
580 p $7 

Store salesmanship, Sth ed. O. Preston Rob- 
inson, William R. Blackler, and William 
B. Logan. Prentice-Hall. 356 p $3.52 

A study of sales-training programs in eighty- 
~ firms. Loyce Adams. J Bus Ed 35: 


Survey on opinion of salesmanship as a col- 
lege course. Charles L. Lapp and Paul D. 
Johns. Coll N & V 12: 13-18 My 

Teenagers, teachers, textbooks, and tech- 
niques in teaching salesmanship. William 
B. Logan. Bus Ed Forum 13: 7-9 Ap 

Unit organization of two topics in salesman- 
ship: why consumers buy and obtaining 
customers. Richard T. Avritch. Boston 
University, Ed.M. thesis °58; N Bus Ed Q 
28: 6 O 

Use direct selling in the retailing class. John 
W. Synal. Bal Sheet 40: 384 Ap 

You can produce and market motivation. 
Cyril C. O’Brien. J Bus Ed 34: 354 My 

SALSER, Carl W., Jr. 

The public has a right to know. Bus Educ 1: 

8-9 Spring 
SAMS, Donna Belle 

Case studies of seven limited ability college 
students to determine their employability 
after special job training. University of 
Michigan, M.S. thesis 58; N Bus Ed Q 
28: 63-64 O 

SAMSON, Harland E. 

Training placements for distributive educa- 
tion students. H Sch J 42: 207-10 Mr 

See also Haines, Peter G. 

SANGER, E. F. 

Recent developments in communications— 

telegraph. Amer Bus Ed 15: 215-17, 272 


y 
SARGENT, Ray L. 

A study of economic trends and identifica- 
tion of the economic base in Wasatch 
county, Utah. University of Utah, M.S. 
thesis *58 

SATLOW, |. David 

Current thought on the teaching of book- 
keeping. J Bus Ed 35: 72-74 N | 

Democracy in the supervision of a high 
= department. J Ed Soc 32: 222-25 
a 


Developing ethical values in the bookkeep- 
ing class. H Points 41: 69-72 Mr; Bal 
Sheet 40: 402-403 My 

Devising instructional materials in book- 
keeping. J Bus Ed 34: 170-71 Ja 

Discussion questions in retailing. Bus Tchr 
36: 13, Ap 

Evaluating student learning in bookkeeping. 
J Bus Ed 34: 247-48 Mr 

The light attendance day in your bookkeep- 
ing class. Amer Bus Ed 16: 84-86, 116 D 

Meeting departmental problems—orienting 
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SATLOW, |. David (continued ) 
the beginning teacher. Bus Ed World 40: 


7-10, 31 D 

An ounce of prevention. . . Bus Ed World 
39: 18, 36 F 

Put mental hygiene to work. Bus Ed World 
39: 32-33 Ap 


Putting mental hygiene to work in the busi- 
ness class. H Points 41: 58-61 Ap 

Questions that face the business law teacher. 
Bus Ed World 40: 32-33 S 

Research for classroom teachers. See issues 
J Bus Ed 

Routine and nonspecialized skills. Amer Bus 
Ed Y 16: 107-14 

Some maxims for the teacher of bookkeep- 
ing. Bus Ed Forum 14: 23 O 

Teach one thing at a time in bookkeeping. 
Bus Ed World 39: 18-19, 26 Je 

Your questions set the pattern for your book- 
keeping class. J Bus Ed 34: 203-207 F 

SAUNDERS, Gerard 

A unit of teaching of contracts on the col- 

lege level. Boston University, Ed.M. thesis 


SAVAGE, William G. and others 
Business review for professional secretaries. 
Pitman. 468 p $6 
SAWYER, N. Mae 
Ask the experts. See issues Today’s Sec 
SAXON, Marjorie J. 

Office practice—a survey of current litera- 
ture. University of Minnesota, M.S. thesis 
°57; N Bus Ed Q 28: 64-65 O 

SCHAFFNER, Samuel 

Business education in Switzerland. Bus Ed 

Forum 13: 5-8 Ja 
SCHEER, Wilbert E. 

A businessman comments on today’s students 
—tomorrow’s workers. Amer Bus Ed 16: 
117-20 D 

SCHNEIDER, Arnold E. 

See Heiges, P. Myers 

SCHOENFELD, Irwin 

Training clerical supervisors. Personnel Jour- 

nal 36: 292-94 °58 
SCHULT, Veryl 

Whither arithmetic in grades 7 and 8? Ed 

79: 280-86 Ja | 
SCHULTZ, Fred A. | 

Recent developments in office management. 

Amer Bus Ed 15: 246-52 My 
SCHULTZ, M. and Marcia Boynton 

Typing tests: visual copy vs. recordings. Pub- 

lic Personnel Review 19: 24-27 °58 
SCHUMANN, Marguerite 

Don’t treat public relations like your poor 

relations. Sec 19: 29-31 Ja 
SCHWARTZ, Dorothy H. 

Individualize typing students’ short timed 
writings. Bus Ed World 40: 17 O 

Shorthand does not equal stenography. Bus 
Ed World 39: 13, 34 F 

SCOLNICK, Arnold H. 

Train junior retailing executives in high 
school? why not? Bus Ed World 39: 13- 
14 Mr 

Training junior retailing executives in high 
school?—why not? H Points 41: 47-51 
Je 


Business Education Index 


SCOTT, Carolin M. 
Let’s meet today’s challenge in the field of 
typing. J Bus Ed 34: 163-64 Ja 
SCOTT, Jessie-Edith 
Teach typists—not typing. Typ News 29: 
3 


SCOTT, Wesley E. 

How schools can promote good public rela- 
tions in the business community. Bus Ed 
Forum 14: 21, N 

Motivation in general business. Bus Ed 
Newsletter (P-H) 2: 2 Spring 

The Philadelphia story. Amer Bus Ed 15: 
165-68 Mr 

30 suggestions for motivating general busi- 

ness. Business Teaching Aid B-2, Prentice- 
Hall. 2 p Free 
and others 

Everyday consumer business. Prentice-Hall. 

420 p $3.76 
SECRETARIAL training 

Add that extra “something” to your secre- 
tarial practice. Elvira Rickmers. J Bus Ed 
34: 295-97 Ap 

An analysis of formal in-service training pro- 
grams for beginning stenographers. Alice 
Marjorie Harrison. Ohio State University, 
Ph.D. thesis °58; Ohio Bus Tchr 19: 45-46 
Ap; J Bus Ed 35: 35 O 

Ask the experts. Madeline S. Strony. See 
issues Today’s Sec 

Bibliography of research studies in steno- 
graphic-secretarial training and work re- 
ported prior to 1959. Harves Rahe. South- 
ern Illinois University, Carbondale, Illinois. 
57 p 

Business review for professional secretaries. 
William G. Savage and others. Pitman. 
468 p $6 

CPS quickie quiz—secretarial procedures. 
Sec 19: 13 Je; 25 O 

A course for legal secretaries. Kenneth B. 
Coffin. Bus Tchr 36: 26 Mr 

The critical requirements for private secre- 
taries based upon an analysis of critical 
incidents. Eugene J. Kosy. University of 
Wisconsin, Ph.D. thesis 58; N Bus Ed Q 





28: 38-39 O 
Every day learning. Vyrna M. Willard. Sec 
19: 8-9 D 


Handbook for the medical secretary, 4th ed. 
Miriam Bredow. Gregg. 384 p $5 

The legal secretary. George E. Martin. Univ. 
of Detroit Law Journal 36: 380-81 F 

Liberal arts in the education of an executive 
secretary. Frank E. Hobson, Jr. Amer Bus 
Ed 16: 46-50 O 

Model secretaries from the model office. 
Sister M. Therese. Cath Bus Ed R II: 41- 
45 N 

Office and secretarial training, 4th ed. Rufus 
— and others. Prentice-Hall. 312 p 
3.60 


Office secretarial practice section. See issues 
Bus Tchr 

The performance of a _ stenographer-typist 
in noise. Malcolm H. Hast. Ohio State 
University, M.A. thesis *58; N Bus Ed Q 
28: 30 O 

Recent developments in secretarial science. 
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SECRETARIAL training (continued) 

Irol Whitmore Balsley. Amer Bus Ed 15: 
257-62, 272 My 

SP plus CP equals what? George E. Milham. 
Bus Ed World 39: 9, 30 Je 

Secretary's business review: a _ professionel 
handbook. Nelda Lawrence. Prentice-Hall. 
514 p $6.95 

Spring cleaning. Joan Sivinski. Today’s Sec 
61: 16-17, 44 My 

A study of medical terminology pertinent 
to the educational preparation of the medi- 
cal secretary and medical assistants. Alfred 
C. Pascale. Boston University, Ed.D. thesis 
58; N Bus Ed Q 28: 54-55 O 

A study of the readability of secretarial 
office practice textbooks. Margaret Ann 
Ferguson. University of Southern Cali- 
— M.S. thesis *58; N Bus Ed Q 28: 
| 


A survey of the medical secretarial programs 
offered in junior colleges of the United 
States. Margaret S. Ford. Boston Univer- 
sity, Ed.M. thesis “57; N Bus Ed Q 28: 
20-21 O 

Teaching stenographic subjects. Dorothy Lee. 
VBE Bul 13: 5-6 O 

Tomorrow’s secretary. Leonard J. Porter. 
Bus Ed Newsletter (P-H) 6: 4 Fall 

Views from the front office. See issues To- 
day’s Sec 

We evaluated our medical secretarial course. 
Thelma E. Holdridge. Bus Ed World 40: 
22-23 N 

Work simplification for stenographers. Eliza- 
beth Melson. Bus Ed Forum 13: 21, 23 


My 

Would you hire your own student? Kermit 
Crawley. Bus Ed Forum 13: 17, 42 F 

SECRETARIES 

Certification has become a standard for sec- 
retaries. Clare H. Jennings. Office 49: 172- 
78 Ja 

Certified professional secretary. George A. 
Wagoner. See issues Sec 

Certified professional secretary—a survey of 
educational programs of NSA chapters, 
1958-59. Ruth I. Anderson. Sec 19: 6-7, 
10 Jl 

Current trends. Alice L. Holst. Sec 19: 27- 
29 Mr 

The executive secretary and her leadership 
role. Mary Virginia Moore. Delta Pi Epsi- 
lon J 2: 32 Je 

How to give yourself a raise. A. Donald 
Brice. Sec 19: 14-15 Ja 

Lighten your load. Rachel Woodman. Sec 
19: 8 Jl 

A new executive class: secretaries! T. H. 
Beard. Bus Sch Exec Digest 1: 20-23 N 

No Mey . indispensable. Sue Russell. Sec 19: 
12-13 

Office requirements for the medical secre- 
tary. Sister M. Sarah. Bus Ed Forum 13: 
21-22 Mr 

Responsibilities of the educational secretary 
for activities pertaining to the professional 
educational functions of the school prin- 
cipal’s office. Dorothy C. Grovon. Indi- 
ana University, Ed.D. thesis °58; J Bus 
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SECRETARIES A eg 
Ed 34 5 My: N Bus Ed Q 28: 27-28 
O 


Science and secretaries in the U-S.S.R. 
Eugene M. Grabbe. Sec 19: 16-17 Jl 

Secretarial work in 1959. Irene Place. Bus 
Ed Forum 13: 11-14 F 

The secretary acts. Lucy Graves Mayo. To- 
day’s Sec 61: 20-21, 24 F 

Supervisory work of the secretary. Pauline 
H. Peters. Sec 19: 12-13 O 

What is a secretary? G. E. Eubanks. Sec 19: 
12-13 Ja 

What management expects of a secretary. 
Elisha Gray. Sec 19: 28-29 Je 

What’s behind CPS? Kathy Larkin. Today’s 
Sec 62: 15, 53 O 

Why is a secretary? Clare H. Jennings. Sec 
19: 10, 12 My 

SEEGER, Jeanne C. 

Business education and the writings of Paul 
S. Lomax. University of Southern Cali- 
fornia, M.S. thesis 58; N Bus Ed Q 28: 


65 O 
SELDEN, William 

Business education curriculums in Pennsyl- 
vania. Bal Sheet 40: 244-48 F 

The community survey and the follow-up 
study. J Bus Ed 34: 241-43 Mr 

The facts about business education. Am Voc 
J 34: 23-24 My 

Review—empirical literature of filing. J Bus 
Ed 34: 282-84 Ap 

Tricks-of-the-trade for beginning typists. Bus 
Ed Forum 13: 21, 23 Ap 

A unit on using reference books. Bus Ed 
Newsletter (P-H) 6: 3 Fall 

Vocational business education for academic 
students. Bus Educ 2: 4-5 Fall 

SELLERS, Mary Louise 

A critical analysis of methods and teach- 
ing techniques for teaching transcription. 
State University of Iowa, M.A. thesis 
"58 


SENEY, Charles 
The program at Putnam high school. Amer 
Bus Ed 15: 169 Mr 
SEUFER, Elizabeth 
Systems in the office practice class. Bus Ed 
Forum 13: 27-28 My 
See also Allee, W. A. 
SEWALL, Charles A. 
Counseling candidates for college admission. 
Bus Sch Exec Digest 1: 5-7, 28 N 
SHAFFER, Richard G. 
—— Who cares? Bus Ed World 40: 17, 
32 D 


SHANK, Bruce 
See Whelan, Jane 
SHARTLE, Carroll L. 
Occupational information: its development 
and application, 3rd ed. Prentice-Hall. 384 
p $6.50 
SHAW, Dora 
FBLA! Is it worth the time and effort? Ohio 
Bus Tchr 19: 27, 60 Ap 
SHAW, Gladys R. 
An analysis of the business administration 
and business education programs offered in 
five institutions of higher education in the 
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SHAW, Gladys R. (continued) 
state of New Mexico. New Mexico High- 
lands University, M.A. thesis °58 
SHEEHAN, Julia 
See DiLoretto, Antonette 
SHELOR, Nola 

An experiment to compare three-minute 
timed writings with five-minute timed writ- 
ings. Typ News 29: 6 

SHEPARD, Ellen 
See Rains, Clellan C. 
SHEPHERD, Reginald W. 

Job competencies—an approach to the ap- 
praisal of business education. Stanford 
University, °58 

SHEPPARD, Horace J. 

A place in the sun for socio-business sub- 

jects. Bus Ed Observer 30: 14-15 My 
SHERLOCK, Mary Jane 

Framework for student growth. J Bus Ed 

35: 12-14 O 
SHILT, Bernard A. 

Office automation: how extensive is it? what 
are its implications? Bal Sheet 40: 208-10, 
299 Ja 


SHISLER, Twila 

An experimental study using the initial word- 
level approach with sentence practice ma- 
terial in the teaching of the typewriter 
keyboard. University of Wisconsin, M.S. 
thesis "58; N Bus Ed Q 28: 65-66 O 

SHORTHAND 

Advice from students who have had a year 
of shorthand. Victor C. Hiett. Bus Ed 
Newsletter 6: 16-17 Ap 

An analysis of errors in application of prin- 
ciples of Gregg shorthand simplified. Clif- 
ford Johnson. Mankato State College, 
M.Ed. thesis °57 

An analysis of errors in writing brief forms, 
Gregg shorthand simplified. Roger Kel- 
strom. Mankato State College, M.Ed. the- 
sis ° 

An analysis of the literature for reports of 
the utilization of audio visual materials in 
shorthand instruction. Juanita C. Gregory. 
Ohio State University, M.A. thesis °58; 
Ohio Bus Tchr 19: 43-44 Ap; N Bus Ed 
Q 28: 26-27 O 

Ask the experts. Charles E. Zoubek. See 
issues Today’s Sec 

Briefhand as part of skills training. Mar- 
guerite M. Barry. Bus Educ 1: 19 Winter 

Build shorthand skill psychologically. George 
J. Hammer. Bal Sheet 41: 58-59, 70 O 

The bulletin board and the shorthand class. 
Lois Helen Cole. Bus Ed Forum 13: 27- 
28 Ja 

Chemical engineering terms in Gregg simpli- 
fied. Lester B. Pope. Today’s Sec 62: 48 N 

Civil engineering terms in Gregg simplified. 
Helen E. Quinn. Today’s Sec 61: 42 Ja 

Class projects (shorthand). Bus Ed News- 
letter (P-H) 6: 4 Fall 

Construction of tests predictive of success in 
first-year shorthand. Edward E. Byers. 
Boston University, Ed.D. thesis *58; J Bus 
Ed 34: 303 Ap; N Bus Ed Q 28: 10-11 O 

Criteria for predicting success in shorthand 
at East high school, Columbus, Ohio. 
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SHORTHAND (continued) 

Esther H. Strickland. Ohio Bus Tchr 19: 
48-49, 61 Ap 

Determining the affect of business vocabu- 
lary on the learning of elementary short- 
hand. Nancy S. Marcus. San Francisco 
State College, M.A. thesis °58; N Bus Ed 
Q 28: 46 0 

Dynamic shorthand skill building. Sister M. 
Therese. Gregg. 192 p $1.96 

Effect of inconsistencies in Gregg shorthand 
simplified on student transcripts. Robert 
Peters. Mankato State College, M.Ed. 
thesis °57 

Effect of inconsistencies on writing patterns 
in Gregg shorthand simplified. Edward 
_ Mankato State College, M.Ed. thesis 

A factor analysis of shorthand-transcription 
ability. Jordan Hale. New York Univer- 
sity, Ph.D. thesis °58 

First writing lessons in Gregg shorthand 
simplified. George E. Martin. J Bus Ed 34: 
290-92 Ap 

The four arts of shorthand teaching—the 
art of dictating. John L. Rowe. Bus Ed 
World 40: 15-16, 39 O; The art of pre- 
viewing. 25-28 D 

Furniture terms in Gregg simplified. Nick 
W. Garfin. Today’s Sec 62: 40 D 

Gregg reporting shortcuts, 2nd ed. Charles 
E. Zoubek and Morris Rifkin. Gregg. 256 
p $6.75 

Gregg transcription for colleges simplified. 
Russell J. Hosler, Robert L. Grubbs, and 
George Wagoner. Gregg. 256 p $4 

Grouping in beginning shorthand. William 
R. Allen. Bal Sheet 41: 123-24 N 

Helping the slower shorthand students. Rosa- 
lyn Shostak Abel. Bus Tchr 36: 25 Ap 

Here are your shorthand dictation speed 
tests. See issues Bus Tchr 

The high-speed myth in shorthand. Robert 
S. Wiper. Bus Educ 1: 6-7 Winter 

How to become three people in teaching 
shorthand. Sister Paul Joseph. Bal Sheet 
40: 255, 257 F 

How we tested TV _ shorthand students. 
Clellan C. Rains and Ellen Shepard. Bus 
Ed World 40: 30, 42S 

I tried my hand at court reporting. Francois 
Pasqualini. Bus Ed World 39: 18, 32 Mr 

The importance of penmanship in developing 
shorthand skill. Vernal H. Carmichael. 
Bus Ed Forum 14: 20, 27 D 

In defense of enforcing correct shorthand 
outlines. Sylvia A. Berns. Bus Ed World 
39: 13, 25 Ja 

The intellectually gifted shorthand student. 
Leonard J. Porter. Business Teaching Aid 
S-2, Prentice-Hall. 2 p Free 

Let’s sell personal-use shorthand. Joseph B. 
Cleary. J Bus Ed 35: 18-20 O 

Let’s teach our students more than short- 
hand and typewriting! Ethel Hale. Bal 
Sheet 40: 212-13 Ja 

Pitman theory and transcription tests. See 
issues Pitmanite 

Plastics terms in Gregg simplified. Marie C. 
Popkins. Today’s Sec 61: 44 F 
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SHORTHAND (continued) 

The problem of heterogeneity in the adult 
shorthand class. Elwood D. Castles. Bus 
Tchr 37: 26 S-O 

Regent’s test letters. Pitman. 32 p $.25 

The relationship between selected factors ana 
difficulty of dictated material. Rita Curtin. 
University of Minnesota, M.A. thesis °58; 
N Bus Ed Q 28: 15 O 

Rocket and missile terms in Gregg simpli- 
fied. Frank A. Dube. Today’s Sec 62: 46S 

Select your speed for dictation! Joe B. Cor- 
rigan. J Bus Ed 35: 64-65 N 

Shades of the emperor’s clothes. B. A. Mc- 
Phillips. Bus Educ 1: 12-13 Spring 

Shorthand aptitude tests. Edward E. Byers. 
Allied. 18 p $.50 

Shorthand corner. Celia G. Stahl. See issues 
Bus Ed World 

Shorthand does not equal ey: 
Dorothy H. Schwartz. Bus Ed World 39 
13, 34 F 

Shorthand drop-outs can be predicted. Ed- 
ward E. Byers. Bus Educ 1: 16-17 Winter 

Shorthand is not for “sissies”! Francois Pas- 
qualini. Bus Ed World 40: 19, 38 S 

Shorthand modified. Arnold Condon and 
Rowena Wellman. Brown. Book I, 124 p 
$2.75; Book II, 172 p $3 

Shorthand section. See issues Bus Tchr 

Shorthand study and spelling abilities: a 
replication. Junne W. Jensen and Barry 
T. Jensen. California Journal of Educa- 
tional Research 8: 219-23 °57 

Shorthand tapes handle individual differ- 
ences. Bus Ed World 39: 16-17 Je 

Shorthand techniques—in a television era. 
Mary Stella. Cath Bus Ed R 10: 25-28 Ap 

Shorthand: two years is too long. R. Der- 
Mont Bell. J Bus Ed 34: 199-200 F 

The small-outline myth. Francois Pasqualini. 
Bus Ed World 40: 33 D 

Some shorthand facts in Illinois. Lewis R. 
Toll. Bal Sheet 41: 172-73 D 

A study of the extent to which objective tests 
may be used to measure shorthand skills. 
Edith Anne Calder. University of Washing- 
ton, M.Ed. thesis 58 

A successful university shorthand program. 
Frances A. Brown and Alberta J. Frerichs. 
Bus Ed Forum 14: 7-10 O 

A survey of the use of shorthand and type- 
writing by the graduates of Jackson college, 
department of women in Tufts university. 
Marjorie L. Pederson. Boston University, 
Ed.M. thesis °57; N Bus Ed Q 28: 55-56 O 

The teacher’s role in shorthand transcription. 
Lois Guthrie and Louise Rippee. Ball State 
C J 30: 5-7, 16 F 

Teaching shorthand by television. Clellan C. 
Rains, Ellen Shepard, and Mary Stella. Bus 
Ed World 39: 15-18 My 

Theory test. See issues Bus Tchr 

To phrase or not to phrase. Charles E. Zou- 
_ Bus Tchr 37: 21 S-O; 21 N; 21 D- 

a 


Training the ear for shorthand. Irvin H. 
Lesser. Bal Sheet 40: 221 Ja 

Transcribing speed practice. See issues To- 
day’s Sec 
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SHORTHAND (continued) 
Two points of view on shorthand. Mary 
Ellen Oliverio. Bus Ed Forum 14: 6 O 
What is the “right” outline? It may depend 
on the calendar! Charles E. Zoubek. Bus 
Tchr 36: 25 My-Je 
What’s new in shorthand education? Bill G. 
Rainey. J Bus Ed 35: 131-34 D 
Where does shorthand go from here? Eleanor 
Skimin. J Bus Ed 34: 154-55 Ja 
Why’s and wherefore’s of shorthand theory. 
Charles E. Zoubek. Bus Tchr 36: 23 F; 21 
Mr; 21 Ap 
SICKLEBOWER, Russell 
What the clerical practice teacher can teach 
about the punched or magnetic tapes or 
cards. N Bus Ed Q 28: 49-52, 72 D 
See also Bell, Mary L. 
SIDWELL, Almaretta and Dolan Rogers 
—s board motivation devices. Typ News 
: 8 


SIEBER, ‘Harold A. 

The economic and psychological effects of 
retirement. Northern [Illinois University, 
M.S. thesis *58 

SIELAFF, Theodore J. 

Current economic questions. Business Teach- 
ing Aid D-1, Prentice-Hall. 2 p Free 

Keeping personal records. Bus Ed Newsletter 
(P-H) 2: 1, 3 Spring 

See also Aberle, John W. 

SILVERTHORN, J. E. 

Typewriting proficiency in the office. Bus Ed 
Forum 13: 24-25 My 

See also Oberly, John W. 

SIMON, Roy 

Distributive education and the shopping 

center. Bus Ed Observer 30: 8, 20 My 
SINE, John M. 

Filing and insulated storage equipment; office 

safes. Office Mgt 20: 54-64 N 


Intercommunications, dictating and _ trans- 
cribing equipment. Office Mgt 20: 38- 
548 

SISK, Frank 


A high school business teacher speaks up. Bal 
Sheet 41: 4-5 S 
SISTER Anne Joseph 
The working girl and Christopher ideals. 
Cath Bus Ed R 10: 8-12 Je 
SISTER M. Ancilla 
A lesson plan on job growth. Cath Bus Ed 
R 10: 13-18 Je 
SISTER M. Perpetua 
Getting the first job. Cath Bus Ed R 10: 
29-33 A 
SISTER M. Sarah 
Office requirements for the medical secretary. 
Bus Ed Forum 13: 21-22 Mr 
SISTER M. Therese 
Bulletin board suggestions for typing and of- 
o practice. Bus Ed World 39: 20-22, 33 


~._ Smane skill building. Gregg. 
192 p $1. 

Integrating Christian principles in transcrip- 
tion—a demonstration. Cath Bus Ed R 
10: 11-15 F 

Model secretaries from the model office. Cath 
Bus Ed R 11: 41-45 N 
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SISTER M. Therese (continued) 
Office practice—the challenge of our times. 
Cath Bus Ed R 10: 43-51 Je 
Typewriting—what to achieve? Cath Bus Ed 
R 10: 47-52 Ap 
SISTER Marie Frances 
Additions to the bookshelf. See issues Cath 
Bus Ed R 
SISTER Mary Kathleen 
Classroom facilities and layout. Amer Bus 
Ed Y 16: 416-24 
SISTER Mary Lourdes 
Why do high school students select a business 
education program? Bal Sheet 40: 340- 
41 A 


p 
SISTER Mary Muriel 
Gateway challenges. Cath Bus Ed R 11: 10- 
30 N 


SISTER Paul Joseph 
How to become three people in teaching 
shorthand. Bal Sheet 40: 255, 257 F 
SIVINSKI, Joan 
Keeping in shape—the twenty-day plan. To- 
day’s Sec 61: 20-21 Ja 
— cleaning. Today’s Sec 61: 16-17, 44 


y 
Tips on tests. Today’s Sec 61: 19, 42 Je 
SKIMIN, Eleanor 

Where does shorthand go from here? J Bus 

Ed 34: 154-55 Ja 
SLAUGHTER, Robert E. 

Education and profits. Office Exec 34: 51 

Ap 
SLOW learner 

The case of the reluctant learners. Myron J. 
Krawitz. Bus Ed World 40: 19-21 N 

Helping the slower shorthand students. Rosa- 
lyn Shostak Abel. Bus Tchr 36: 25 Ap 

They can’t learn? Don’t believe it! Eleanor 
B. Brown. Bus Ed World 40: 15-18, 42 N 

SLUDER, Lester |. and others 

Student-teachers’ meeting report. Amer Bus 

Ed 15: 156-59 Mr 
SMITH, Gene 

The money tree and what to do with it. 
2. mutual funds. Today’s Sec 62: 24-25, 
53 N 

SMITH, Helen M. 

Don’t forget the price level. Bus Ed World 

40: 28, 40 S 
SMITH, Mary Lou 

Careers in typewriting—or—typewriting in 

careers. Bus Ed Forum 13: 23-24 Mr 
SMITH, Robert Al 

Distributive education coordination _ inte- 
grates several factors. Bus Ed Forum 14: 
25 D 

SMITH, Robert M. 

Automation opens new horizons through new 
developments in first half of 1959. Office 
Mgt 20: 23-25, 64 Jl 

Office management—profession in transition. 
Office Mgt 20: 15-17 D 

What’s ahead in automation for the nation’s 
smaller offices? Office Mgt 20: 19-23 O 

SNYDER, Ralph 

A practical general clerical course. Bus Ed 

Forum 13: 14-16 F 
SOLLARS, Robert C. and others 
How can the business teacher keep up to 
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SOLLARS, Robert C. and others (continued) 
date on methods and techniques of teach- 
ing. Ball State C J 30: 11-12, 18 My 

SOMERS, Alfred Joseph 

An analysis of distributive education pro- 
grams in the Peoria and Springfield school 
systems. Illinois State Normal University, 
M.A. thesis *58 

SORRELL, Helen H. 

A study of typewriting and reading scores. 
University of Wisconsin, M.S. thesis °58; 
N Bus Ed Q 28: 66-67 O 

SOULLIERE, Gloria Rena 

Certification requirements for business edu- 
cation teachers in the United States as 
of 1958. Wayne State University, M.Ed. 
thesis °58 

SOUTHERN, Robert Lee 

A course of study in general business for 
Colton Union high school. University of 
Southern California, M.S. thesis ’58 

SPARLING, William 

A study of methods and practices in the 
selection of office supervisors. State Uni- 
versity of Iowa, M.A. thesis °58 

SPELLING 

Civil service spelling tests and other job- 
entrance spelling tests. Leonard J. Porter. 
Business Teaching Aid C-3, Prentice-Hall. 
1 p Free 

College spelling, 3rd ed. John W. Oberly and 
: = Silverthorn. South-Western. 186 p 

l. 

A list of the most misspelled words in busi- 
ness. Agnes Titkemeyer. Bus Ed World 
39: 22-23 F 

Shorthand study and spelling abilities: a 
replication. Junne W. Jensen and Barry 
T. Jensen. California Journal of Educa- 
tional Research 8: 219-23 °57 

20,000 words, 4th ed. Louis A. Leslie. Gregg. 
256 p $1.48 

Word teasers. E. Lillian Hutchinson. Today’s 
Sec 61: 51 Ja 

SPIRY, Harold F. 

Tap dancing, typewriting, and tomfoolery. 
Bal Sheet 40: 301, 303 Mr 

SPRAY, Cecil O. 

Do school jobs for real office practice. Bus 
Ed World 40: 32, 41 O 

STABLER, C. Norman 

How to read the financial news, 9th -ed. 
Harper. 210 p $3.50 

STAHL, Celia G. 

Shorthand corner. See issues Bus Ed World 

STANDARDS 

Are we meeting transcription standards? 
Allien Russon. Bus Ed Forum 14: 31 O 
Mail that letter! Eleanor Casebier. Cath Bus 

Ed R 10: 47-54 F 

The relationship of office standards to busi- 
ness training. Deaa R. Malsbary. Am Voc 
J 34: 22, 260 

Setting office standards by stop watch time 
studies. C. J. Berg, Jr. and E. V. Grillo. 
Office 49: 87-91, 268 My 

Standards for student progress in the class- 
room. Edward Tutak. Amer Bus Ed Y 16: 
318-33 

Typing standards: business vs. school. I. Vir- 
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STANDARDS (continued) 
ginia Jones, Carolyn V. Norwood, and 
Cora Rivers. Bus Ed World 39: 29-31, 37 
A 


p 
STANTON, Norman 

Creative analysis and reflective thinking in 

accounting. Bal Sheet 40: 351-52 Ap 
STEEVES, Frank L. 

You'll have fun in student teaching. Burgess 
Publishing Company, Minneapolis 15, 
Minnesota. 63 p $1.25 

STEFFES, Don C. 

A study of the spending characteristics of a 
sampling of visitors to the Eisenhower 
museum in Abilene, Kansas, and other re- 
lated matters. Emporia (Kan.) State 
Teachers College, M.S. thesis ’58 

STEGENGA, Martin 

Observation in business education research. 

N Bus Ed Q 27: 17-19, 48 Mr 
STEHR, Bennie W. 

An investigation of employment practices in 
selected Oklahoma cities with implications 
for the improvement of terminal business 
education in the junior colleges. Colorado 
State College, Ed.D. thesis *58; J Bus 
Ed 34: 303-304 Ap; N Bus Ed Q 28: 67- 
68 O 

STEIN, Sarah C. 

An experimental study of the use of motion 
picture film loops for the instruction of 
beginning typewriting. J Bus Ed 34: 263 
Mr 


STEINBERG, Harlene 

“How do you teach adults?” Bus Ed World 

39: 31-40 My 
STEINFIELD, Solomon C., 
See Baron, Harold 
STEINHAUSER, Harold R. 

Giving an oral semester examination in gen- 
eral business. Bus Ed Forum 13: 29 My 

STELLA, Mary 

Shorthand techniques—in a television era. 
Cath Bus Ed R 10: 25-28 Ap 

See also Rains, Clellan C. 

STEVENS, Roy S. 

Teaching understanding in basic accounting. 

Bus Ed Forum 14: 14-15 D 
STEWART, Florence C. 

A survey of the need for key punch oper- 
ators in state government and facilities in 
the Tallahassee, Florida, area for training 
potential employees in this field. Florida 
State University, M.A. thesis °58; N Bus 
Ed Q 28: 68-69 O 

STEWART, Jeffrey R., Jr. 

See Huffman, Harry 

STEWART, Marie M. 

A critical analysis of secretarial programs of 
study in Connecticut secondary schools of 
medium size. University of Connecti- 
cut, Ph.D. thesis *58; J Bus Ed 34: 263-64 


Mr 
STICKNEY, Rufus and others 
Office and secretarial training, 4th ed. Pren- 
tice-Hall. 312 p $3.60 
STOLUROW, Lawrence M. 
The psychology of skills: basic concepts and 
principles. Delta Pi Epsilon J 2: 18-19 Ap; 
Analysis and implications. 16-31 Je 
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STONE, Vernon W. 

Be realistic about typewriting erasing. Amer 
Bus Ed 16: 101-103 D 

Community survey of curriculum objectives 
in a small college. Coll N & V 13: 9-12 O 

Personalize business law for your students. 
J Bus Ed 34: 251-52 Mr 

The three D’s: solving division decimal di- 

lemma. Bal Sheet 41: 12-13 S 
and Charles M. Brown 

A statistical analysis of stock market fluctu- 
ations for a selected stock. Maryland State 
College, *58 

STOVER, Helen Dean 

A course of instruction in Vari-typer oper- 
ation. University of Southern California, 
M.S. thesis *58 

STRAUB, Lura Lynn 

Dividing words—a few reminders. Bus Ed 

Newsletter (P-H) 6: 2-3 Fall 
STRICKLAND, Esther H. 

Criteria for predicting success in shorthand 
at East high school, Columbus, Ohio. Ohio 
Bus Tchr 19: 48-49, 61 Ap 

STRLE, Frank S. 

The establishment and implementation of 
guiding principles for motivation in teach- 
ing of typewriting. University of North 
Dakota, M.A. thesis *58 

STRONG, Earl P. 
Program for increasing office productivity. 
Office Exec 34: 22-24 Ag 
STRONY, Madeline S. 
Ask the experts. See issues Today’s Sec 
STUART, Esta R. and Leonard J. Porter 
Audio-visual education. Business Teaching 
Aid Y-1, Prentice-Hall. 2 p Free 
. Vernon V. Payne, and Ruth |. Anderson 
— college typing. Prentice-Hall. 244 
3.80 








p $3. 
STUTSMAN, Galen = 
Fundamental responsibilities of teachers of 
business subjects. Bus Ed Forum 14: 26-27 


N 

A grading plan for typing practice sets. Bal 
Sheet 40: 302-303 Mr 

- _— work-experience program. Bal Sheet 

: 6-7, 11 S 

memes the “a” and “j” keys? J Bus Ed 34: 

249-50 Mr. 
SURVEYS 

A business survey of Glenwood, Minnesota. 
Helmer M. Halverson. University of Min- 
nesota, M.A. thesis "57; N Bus Ed Q 28: 
28-29 O 

The community survey and the follow- -up 
study. William Selden. J Bus Ed 34: 241- 
43 Mr 

An occupational survey of Chaska, Minne- 
sota. Kathryn L. Peterson. University of 
Minnesota, M.A. thesis *58 

Survey of high school graduates. Gilbert 
Peart. J Bus Ed 34: 338-40 My 

SWARTZ, Phyllis 

Are you “bulletin-bored”? Bus Ed Forum 13: 

29 Ja 


SWEDMARK, Donald C. 
A follow-up study of the graduates of Be- 
midji state teachers college with majors in 
business education for the years 1953- 
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SWEDMARK, Donald C. (continued) 
1957. University of North Dakota, M.A 
thesis °58; N Bus Ed Q 28: 69 O 
SWINFORD, Basil 
Conditional sales contracts in Indiana. Ball 
State C J 30: 5-7, 16 My 
SYDOR, Alexandria 
“Quickie” quizzes for first semester book- 
keeping. J Bus Ed 34: 287-89 Ap 
SYNAL, John W. 
Use direct selling in the retailing class. Bal 
Sheet 40: 384 Ap 


1 


TACKETT, Faye Schneider 
A follow-up of Minier high school graduates, 
1953-1957. Lllinois State Normal Univer- 
sity, M.A. thesis *58 
TAFOYA, Tom 
An analysis of the business education prep- 
aration of the secondary business teachers 
in northeastern New Mexico. New Mexico 
Highlands University, M.A. thesis 58 
TAKE], K. 
An executive secretary takes a look at type- 
writing. Bus Ed Forum 14: 11-12 N 
TATE, Donald J. 
The business education major in Ed.D. pro- 
grams. J Bus Ed 35: 83-84 N 
and Kenton E. Ross a 
College teachers take a look at typewriting. 
Bus Ed Forum 14: 19-20, 25 N 
TAYLOR, Robert 
New dictation material. See issues Bus Educ 
TEACHER education 
Administering business education in colleges 
for teacher education—curricular prob- 
lems. E. C. McGill. N Bus Ed Q 27: 5-8 
M 
pianos business education in colleges 
for teacher education—noncurricular prob- 
lems. Theodore Woodward. N Bus Ed Q 
27: 9-12, 16 My 
Administering business education in univer- 
sity schools or colleges of education—cur- 
ricular problems. John H. Moorman. N 
Bus Ed Q 27: 21-24 My 
An analysis of student- teaching experiences 
in selected high school business subjects. 
Gordon Franklin Culver. University of 
Nebraska, Ed.D. thesis °58; J Bus Ed 34: 
263 Mr; N Bus Ed Q 28: 14-15 O 
An analysis of the business education prep- 
aration of the secondary business teachers 
in northeastern New Mexico. Tom Tafoya. 
New Mexico Highlands University, M.A. 
thesis °58 
The business education major in Ed.D. pro- 
grams. Donald J. Tate. J Bus Ed 35: 83- 
84 N 





Evaluation of student teachers. Bob B. Grif- 
fith. J Bus Ed 35: 119-20 D 

Follow-up study of business education grad- 
uates of teachers college of Connecticut. 
Judith Jezouit and others. Beacons on Bus 
Ed 43: 3-7, 16 

A guide for supervising teachers and student 
teachers in business education. Dorothy 
Vallier. University of Southern California, 
M.S. thesis °58 


Business Education Index 


TEACHER education (continued) 

NABTE roster of institutional members, 
1959-60. N Bus Ed Q 28: 73-77 D 

New business education facilities ready to 
open. Helen Matulis and Donald Linner. 
Beacons on Bus Ed 43: 8-14 

Prepare early for student teaching. Glynna 
Elliott. J Bus Ed 35: 75-76 N 

Student-teachers’ meeting report. Lester I. 
Sluder and others. Amer Bus Ed 15: 156- 
59 Mr 

A study of the graduate program in business 
education as part of the fifth-year program 
in teacher education at Hunter college of 
the city of New York. Marion McEvoy. 
Hunter College, M.S. thesis *58 

Teacher education for the clerical program. 
Helen B. Borland. Amer Bus Ed Y 16: 
451-66 

Teacher training in economics: coordinating 
content and methodology. Gerald M. Tor- 
kelson and Monroe Newman. Social 
Studies 50: 19-21 Ja 

Teacher-training students discuss their teach- 
ing experiences. Antonette E. DiLoreto 
= Julia Sheehan. Bal Sheet 40: 199, 201 


9 


a 
“Tomorrow I have to teach...” Jane 

Lahey. Bus Ed World 40: 14-16 D 

You'll have fun in student teaching. Frank 
L. Steeves. Burgess Publishing Company, 
Minneapolis 15, Minnesota. 63 p $1.25 

“Why didn’t I get this earlier?” teachers ask. 
Marie E. Robinson. Bus Ed Forum 13: 
26, 30 Ap 

TEACHERS 

An analysis of the business education prep- 
aration of the secondary business teachers 
in northeastern New Mexico. Tom Tafoya. 
New Mexico Highlands University, M.A. 
thesis ’58 

An analysis of the preparation and certifica- 
tion of secondary school business teachers. 
Thomas L. Foster. University of Nebraska, 
Ed.D. thesis "57; N Bus Ed Q 28: 18-19 O 

Are business teachers really business teach- 
ers? J. Howard Nelson. Bus Educ 1: 4-5 
Winter 

The business teacher—business progress. 
Donald J. White. Cath Bus Ed R 10: 19- 
24 Ap 

The business teacher’s problem clinic. See 
issues Bus Ed World 

Certification requirements for business edu- 
cation teachers in the United States as of 
1958. Gloria Rena Soulliere. Wayne State 
University, M.Ed. thesis ’58 

Characteristics of a good business teacher. 
Julius M. Robinson. J Bus Ed 34: 330- 
32 My; Bus Sch Exec Digest 1: 11-14, 
24 N 

The competencies of secondary school busi- 
ness teachers. Robert James Thompson. J 
Bus Ed 34: 174 Ja 

The critical . requirements for secondary 
school business teachers based upon an 
analysis of critical incidents. Robert M. 
Kessel. Delta Pi Epsilon J 2: 3-32 S 

An eight-to-five summer. George Castel. J 
Bus Ed 34: 285-86 Ap 
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TEACHERS (continued) 
F.B.I. (Future business improvement). Phyl- 
: lis Evans. Bus Ed Newsletter 7: 4-6 O 
3 Honor roll of Gregg veterans. See issues Bus 
f Tchr 
How can the business teacher keep up to 
date on methods and techniques of teach- 
ing. Robert C. Sollars and others. Ball 
State C J 30: 11-12, 18 My 
How to write an article for a business educa- 
tion journal. Enoch J. Haga. J Bus Ed 35: 
77-78 N 
Just between us. Helen H. Green. See issues 
Bus Ed World 
Meeting departmental problems—orienting 
the beginning teacher. I. David Satlow. 
Bus Ed World 40: 7-10, 31 D 
No ivory towers. C. T. Edlefsen. Bal Sheet 
40: 291 Mr 
Practice what you preach. Julian A. Milkes. 
Bal Sheet 41: 113, 144 N 
Profile of a business teacher (Connecticut). 
Helen S. Maskiewicz. Bus Ed World 39: 
24-26 My 
A study of the interest patterns of men busi- 
ness teachers in public secondary schools. 
Robert V. Bacon. University of California 
ae Angeles), Ed.D. thesis = J Bus Ed 
: 263 Mr; N Bus Ed Q 28: 6-7 O 
A ot. of the public high school teachers’ 
education in the state of Wisconsin with 
special emphasis on business education 
teachers. William Leonard Lockwood. Uni- 
versity of Wisconsin, M.S. thesis °58; N 
Bus Ed Q 28: 43 O 
A survey of North Dakota and California 
business education teachers with emphasis 
on social and professional backgrounds. 
Hanford L. Lee. University of North 
Dakota, M.A. thesis ’58 
The teacher and business education. William 
F. Clynes. Bal Sheet 41: 99 N 
The teacher’s professional filing system. E. L. 
Marietta. Bus Ed World 39: 15, 31 Mr 
The thoughtful educator—seven concepts for 
teachers. Frank M. Herndon. Delta Pi Ep- 
silon J 2: 2-7 Ap 
What you need is a secretary! M. A. Kiley. 
Bus Ed World 40: 4-5 D 
TEACHING 
Are skill subjects really easy to teach? LeRoy 
Johnson. Bus Educ 2: 22-23 Fall 
Assignment: study hall. Carroll H. Blanchard, 
Jr. J Bus Ed 34: 333-35 My 
Crowd out discipline problems. James M. 
Thompson. Bal Sheet 40: 200-201 Ja 
An experimental investigation concerning 
class size. Helena W. Hilleary. University 
of Southern California, Ed.D. thesis °58; J 
ye 34: 345 My; N Bus Ed Q 28: 31- 
Fundamental responsibilities of teachers of 
business subjects. Galen Stutsman. Bus Ed 
Forum 14: 26-27 N 
Group work—an essential teaching media for 
trait development. Marietta Cain. Bal 
Sheet 41: 103-104 N 
Improving teaching through classroom ex- 
perimentation. Lawrence W._ Erickson. 
Amer Bus Ed 16: 75-83 D 
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TEACHING (continued) 


Is college teaching the career for you? Ethel 
Hale. Bus Ed World 40: 24-25 N 

Leadership development in business educa- 
tion. Rosalyn Shostak Abel. J Bus Ed 35: 
146 D 

Learn from those you teach. Bernadine 
Meyer. Am Voc J 34: 9 Ja 

Let’s de-emphasize individual achievement. 
Mary Witherow. Bus Ed World 40: 3-4 N 

Motivation, reinforcement, and learning. 
John C. Jahnke. Ohio Bus Tchr 19: 18-19, 
62 Ap 

My first administrator. Mary Lou Jones. 
Bus Ed Newsletter 6: 4 Ap 

No problems. Mary Witherow. Bus Ed World 
39: 8-9 My 

An ounce of prevention . . . I. David Sat- 
low. Bus Ed World 39: 18, 36 F 

The psychology of skills: basic concepts and 
principles. Lawrence M. Stolurow. Delta 
Pi Epsilon J 2: 18-29 Ap; Analysis and 
implications. 16-31 Je 

Put mental hygiene to work. I. David Sat- 
low. Bus Ed World 39: 32-33 Ap 

Putting mental hygiene to work in the busi- 
ness class. I. David Satlow. H Points 41: 
58-61 Ap 

The race we run. D. D. Lessenberry. Ohio 
Bus Tchr 19: 10-13 Ap 

Some observations of effective teaching. 
William J. McKeefery. Coll N & V 12: 
1-4 Mr 

Standards for my first teaching position. 
Kermit Palmer. Bus Ed Newsletter 6: 3-4 


Ap 

Streamline the checking of written work. 
Morris Mellinger. Bus Ed World 40: 23, 
40 O 

Students need our personal interest. George 
E. Milham. Bus Ed World 40: 18-19 D 

Summary learning. Leonard J. Porter. Bus 
Ed Newsletter (P-H) 2: 4 Spring 

Theory or practice. Herbert A. Tonne. J Bus 
Ed 34: 322-23 My 

“Tomorrow I have to teach... 
Lahey. Bus Ed World 40: 14-16 D 

Turn insecurity into certainty. Mary With- 
erow. Bus Ed World 40: 9, O 

We must believe in our students. Sylvia A. 
Berns. Bus Ed World 39: 28-29, 37 My 

When you hear those woodpeckers knocking 
use a stouter ax handle. Helen H. Green. 
Ball State C J 30: 3-4, 15 My 


bb] 


Jane 


TEACHING aids 


An analysis of bookkeeping teaching aids. 
William W. Kahle. Northern Illinois Uni- 
versity, M.S. thesis °58 

Are you “bulletin-bored”? Phyllis Swartz. 
Bus Ed Forum 13: 29 Ja 

Brief notes about business and economic 
education. James H. Edmondson. Amer 
Bus Ed 16: 62-64 O 

Building bulletin board boosts business in- 
terest. Kansas Bus Tchr 12: 5, 10-11 


My 

The bulletin board and the shorthand class. 
Lois Helen Cole. Bus Ed Forum 13: 27- 
8 Ja 


Bulletin board suggestions for typing and 


, 
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TEACHING aids (continued) 

office practice. Sister M. Therese. Bus Ed 
World 39: 20-22, 33 Je 

Bulletin boards in bookkeeping. Bus Ed 
Forum 13: 30-31 Ja 

A comprehensive listing and classification of 
free and inexpensive bulletin board aids, 
free loan films, filmstrips, recordings, tran- 
scriptions, and scripts available to the 
business teacher. Carroll H. Blanchard, 
Jr. Boston University, Ed.M. thesis 57; N 
Bus Ed Q 28: 8 O 

A critical analysis of business law textbooks 
used by selected schools in New York 
state. Sister Rita Marie McDonald. Cath- 
olic University, M.A. thesis °58; N Bus 
Ed Q 28: 49-50 O 

The development of American textbooks in 
business English and correspondence in 
the secondary school. Rose Marie Rogers. 
University of Pittsburgh, Ph.D. thesis °58; 
N Bus Ed Q 28: 61 O 

Display bulletin-board section. See 
Bus Tchr 

An evaluation of free and inexpensive ma- 
terials for instruction in consumer educa- 
tion. John S. Mitro. Boston University, 
Ed.M. thesis 58; N Bus Ed Q 28: 51 O 

An evaluation of the readability of selected 
economics’ textbooks. Jessie Katherine 
Grant. University of Southern California, 
M.S. thesis °58; N Bus Ed Q 28: 25-26 O 

Integrity in business education publishing. 
Eric R. Haessler. Bus Educ 1: 16-17 
Spring 

Junk! or gems! Wenona Phelps. Amer Bus 
Ed 16: 34-39, 64 O 

The preparation of job instruction sheets. 
Raymond F. Brecker. Amer Bus Ed Y 16: 
285-94 

Readability of office machine textbooks. 
Frances Carr. University of Southern Cali- 
fornia, M.S. thesis °58 

Readability of required textbooks in com- 
merce. Herbert Irwin Balter. University of 
Southern California, M.S. thesis °58 

Shorthand tapes handle individual 
ences. Bus Ed World 39: 16-17 Je 

A study of the frequency of business terms 
in general business textbooks. Cecily 
Haskell. Boston University, Ed.M. thesis 
°'57; N Bus Ed Q 28: 29-30 O 

A study of the readability level of typewrit- 
ing textbooks. Marshall Clark. University 
of Southern California, M.S. thesis °58 

A study of the readability of secretarial office 
practice textbooks. Margaret Ann Fergu- 
son. University of Southern California, 
M.S. thesis °58; N Bus Ed Q 28: 17 O 

Tapes are tops. Andrew J. Malahan. Bus Ed 
World 39: 27 My 

Teaching aids. Jane F. White. See issues Bus 
Ed Wor 

TELEVISION 

How we tested TV_ shorthand students. 
Clellan C. Rains and Ellen Shepard. Bus 
Ed World 40: 30, 42 S 

Shorthand techniques—in a television era. 
Mary Stella. Cath Bus Ed R 10: 25-28 Ap 

Teaching by TV can be effective and eco- 


issues 


differ- 


Business Education Index 


TELEVISION (continued ) 

nominal. A. A. DeMond. Nations Sch 64: 
88-89 S 

Teaching shorthand by television. Clellan C. 
Rains, Ellen Shepard, and Mary Stella. 
Bus Ed World 39: 15-18 My 

Teaching typewriting through television. 
William R. Pasewark. Bal Sheet 40: 388- 
92 My 

TV and business education. Asa S. Knowles. 
Ohio Bus Tchr 19: 38-42, 64 Ap 

TV and business education. Phelma Moore. 
Bal Sheet 40: 292-93, 297 Mr 

TV typing set. D. D. Lessenberry, T. James 
Crawford, and Lawrence W. Erickson. 
South-Western. 107 p $4.40 

What the TV typing teacher should know. 
Chester E. Johnston. Bus Ed World 40: 
28-30, 40 N 

TESTING 

Construction of tests predictive of success in 
first-year shorthand. Edward E. Byers. 
Boston University, Ed.D. thesis °58; J Bus 
Ed 34: 303 Ap; N Bus Ed Q 28: 10-11 O 

Important testing and evaluating problems in 
office education. Robert L. Ferguson. Bus 
Ed Forum 14: 19-20 O 

Pitman theory and transcription tests. 
issues Pitmanite 

Planning for, studying for, and taking the 
CPS examination successfully. Elizabeth 
K. Fisher. Sec 19: 10, 27 D 

Quality improvement of tests in introduction 
to business using the item analysis tech- 
nique. Truman Joseph Barber. University 
of Houston, Ed.D. thesis ’58 

Tips on _ Joan Sivinski. Today’s Sec 61: 


See 


The validity of the use of problem-type tests 
as criteria of success in bookkeeping. Rob- 
ert Burns. Mankato State College, M.Ed. 
thesis °57 

THEIGE, Jack 
Prognostic value of high school bookkeeping. 
Bus Ed Forum 13: 25 Mr 
THISTLETHWAITE, R. L. 
See Hadley, Charles R. 
THOMPSON, James M. 

Crowd out discipline problems. 

40: 200-201 Ja 
THOMPSON, Robert James 

The competencies of secondary school busi- 

ness teachers. J Bus Ed 34: 174 Ja 
THOMPSON, Sister Mary Leola 

An investigation of the activities and duties 
of office personnel to determine the effec- 
tiveness of the business education program 
in St. Boniface business school, Philadel- 
phia, Pennsylvania. Boston  Univer- 
sity, Ed.M. thesis °58; N Bus Ed Q 28: 69- 
70 O 

TIMM, Gerald L. 

Public relations and business education. Bal 

Sheet 41: 156-59, 161 D 
TIMMER, D. F. 

Business education in the Netherlands. 

Ed Forum 13: 20-21 Ja 
TIMMONS, Ellen R. 

The personnel director selects the stenog- 

rapher. Bus Ed Forum 14: 14-15 O 


Bal Sheet 


Bus 
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TITKEMEYER, Agnes 
A list of the most misspelled words in busi- 
ness. Bus Ed World 39: 22-23 F 
TOLL, Lewis R. 
Some shorthand facts in Illinois. Bal Sheet 
41: 172-73 D 
TONNE, Herbert A. 
Collegé entrance requirements dominate the 
high school curriculum. J Bus Ed 34: 


196-97 F 

A commentary on unification. J Bus Ed 34: 
157 Ja 

Conant no enemy of business education? J 
Bus Ed 35: 10-11 O 


Everybody needs business information. Bus 
Tchr 37: 26 N 

“List making” as evidence of learning. J Bus 
Ed 35: 112-13 D 

A polemic on old fashioned thrift. J Bus Ed 
34: 236-37 Mr 

Theory or practice. J Bus Ed 34: 322-23 My 

WAMS and other fiddle faddle. J Bus Ed 35: 
62-63 N 

Will office automation eliminate the need for 
the clerical training course? J Bus Ed 34: 
280-81 Ap 

TOOTHMAN, Rex C. 

How the clerical program teacher gets help 
— other teachers. N Bus Ed Q 28: 16- 
| 


TORKELSON, Gerald M. and Monroe Newman 
Teacher training in economics: coordinating 
content gt methodology. Social Studies 
50: 19-21 J 
TOTTEN, W. ey 
See Pappas, Charles 
TOW, Clara Stapp 
Student participation can increase and moti- 
vate learning. Coll N & V 12: 9-12 My 
TRACY, Myles A. 
Business ethics: an area of concern to the 
basic business teacher. Bus Ed Forum 13: 
33 Ja 
The prediction of academic success in certain 
junior college business curricula. J Bus 
Ed 34: 174-75 Ja 
TRANSCRIPTION 
Are we meeting transcription standards? 
Allien Russon. Bus Ed Forum 14: 31 O 
A critical analysis of methods and teaching 
techniques for teaching transcription. Mary 
Louise Sellers. State University of lowa, 
M.A. thesis ’58 
Evaluating transcribers on the job, a study 
made in the Madison, Wisconsin, area. 
Rose Ellen Lewis. University of Wiscon- 
sin, M.A. thesis "58; N Bus Ed Q 28: 40- 
410 
A factor analysis of shorthand-transcription 
ability. Jordan Hale. New York Univer- 
sity, Ph.D. thesis °58 
Integrating Christian principles in transcrip- 
tion—a demonstration. Sister M. Therese. 
Cath Bus Ed R 10: 11-15 F 
Pitman theory and transcription tests. See 
issues Pitmanite 
Pretranscription drills on English fundamen- 
tals. Clara Jane Robb. Bus Ed Forum 14: 
13-14 O 
The teacher’s role in shorthand transcription. 
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TRANSCRIPTION (continued) 

Lois Guthrie and Louise Rippee. Ball State 
C J 30: 5-7, 16 F 

Three-way transcription evaluation. Eliza- 
beth Freel. Bus Ed Forum 13: 19-20 Ap 

Transcribing speed practice. See issues To- 
day’s Sec 

Transcription acquaints students with com- 
munity. Celeste O’Neill de Pumarada. J 
Bus Ed 34: 325-27 My 

Transcription project. See issues Today’s Sec 

Transcription séction. See issues Bus Tchr 

The use of a secretarial manual in teaching 
transcription. Jean D. Lunn. Bus Ed 
Forum 14: 22, 29 N 

We analyzed the mailable (7?) letter. Joseph 
B. Cleary. J Bus Ed 34: 165-67 Ja 

What is your e. q.? (employability quotient). 
_— L. Fowler. Bal Sheet 41: 114-15 


TRAVIS, Dorothy L. 
The clerical program in the small high 
school. Amer Bus Ed Y 16: 438-50 
Improving the basic business program: eval- 
uate in terms of behavioral changes. Bus 
Ed Forum 13: 15-17, 20 Mr 
Our business education associations at work. 
See issues Bus Educ 
TROELSTRUP, Arch W. 
Recent developments in consumer economics. 
Amer Bus Ed 15: 222-24, 241 My 
TROW, H. H. 


NOMA and the business educator. Office 
Exec 34: 43 Ja 
TRYTTEN, J. M. 
Typewriting—and what more? Bus Tchr 36: 
My-Je 


See also Cook, Fred S. 
TUBBS, Eleanor 

A study of how the dictation material in the 
basic Gregg shorthand simplified textbooks 
may contribute to job competency. J Bus 
Ed 34: 303 Ap 

TUCKER, James F. 

A business department cooperates with an 
industrial community. Coll N & V 13: 9- 
10 D 

A curriculum prepares for an industrial com- 
munity. J Bus Ed 34: 253-54 Mr 

TUCKER, Woodie L. 

The relationship between personality traits 
and basic skill in typewriting. J Bus Ed 
35: 136 D 

TURILLE, ad J. 

Principles and methods im business educa- 
tion, 3rd ed. McClure Printing Company, 
Staunton, Virginia. 320 p $5 

TURSE, Paul L. 

Guidance and evaluation for clerical occupa- 

tions. Amer Bus Ed Y 16: 403-15 
TUTAK, Edward 

Standards for student progress in the class- 

room. Amer Bus Ed Y 16: 318-33 
TWISS, Ruth 

Subject matter in business arithmetic in the 
clerical program. Amer Bus Ed Y 16: 122- 
28 


TYPEWRITING . 
Accelerated summer typing. Willard C. 
Hyatt. Bal Sheet 41: 71 O 
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TYPEWRITING (continued) 

Accelerated typing. Roger H. Nelson. Bus Ed 
Publishers. 523 p $3.95 

Accuracy development drill. Ruth Hamilton. 
Typ News 29: 7 

American techniques in teaching typewriting. 
Rosemary M. Harris. Inter R for Bus Ed 
54: 63-67 N 

Analysis and comparison of the errors of a 
one-year typewriting group with the errors 
of a three-year typewriting group in typing 
selected timed writing tests. Marjorie A. 
Flynn. Boston University, Ed.M. thesis 
57; N Bus Ed Q 28: 20 O 

An annotated bibliography and critical re- 
view of professional literature related to 
the teaching of typewriting, 1951-1956. 
Roger Atz. State University of lowa, M.A. 
thesis *58 

ee Julius Nelson. See issues J Bus 

d 


Ask the experts. Alan C. Lloyd. See issues 
Today’s Sec 

Basic typewriting drills, 3rd ed. S. J. Wanous 
and Edward E. Wanous. South-Western. 
98 p $1.12 

Be realistic about typewriting erasing. Ver- 
7 W. Stone. Amer Bus Ed 16: 101-103 


Building control in typewriting classes. Doris 
H. Crank and Floyd L. Crank. Bus Ed 
Forum 14: 21-22 D 

Bulletin board motivation devices. Almaretta 
Sidwell and Dolan Rogers. Typ News 29: 
8 


Bulletin board suggestions for typing and 
office practice. Sister M. Therese. Bus Ed 
World 39: 20-22, 33 Je 

A businessman takes a look at typewriting. 
Harlan B. Miller. Bus Ed Forum 14: 9-10 
N 


Careers in typewriting—or—typewriting in 
careers. Mary Lou Smith. Bus Ed Forum 
13: 23-24 Mr 

Clerical typewriting. Vern A. Frisch. Amer 
Bus Ed Y 16: 176-96 

College teachers take a look at typewriting. 
Donald J. Tate and Kenton E. Ross. Bus 
Ed Forum 14: 19-20, 25 N 

College typewriting, 6th ed. D. D. Lessen- 
berry and S. J. Wanous. South-Western. 
374 p $4.25 

The comparative effectiveness of electric and 
manual typewriters in the acquisition of 
typing skill in a Navy radioman school. 
Henry L. Adams. Journal of Applied Psy- 
ee 41: 227-30 °57 

Comparative study using motivating devices 
in typewriting. LaVerne D. Lake. Univer- 
sity of Wisconsin, M.S. thesis *58 

Competent typist test. See issues Today’s Sec 

Complete college typing. Esta R. Stuart, 
Vernon V. Payne, and Ruth I. Anderson. 
Prentice-Hall. 244 p $3.80 

Correlation of straight-copy and production 
rates of typewriting. Charles Reigel. Bus 
Ed Forum 14: 21-22 O 

A course of instruction in Vari-typer opera- 
tion. Helen Dean Stover. University of 
Southern California, M.S. thesis °58 
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TYPEWRITING (continued) 


Crisis in beginning typing. Mary Witherow. 
Bus Ed World 40: 5,9 S 

“Dejitterizing” our typewriting students. 
Alan C. Lloyd. Bus Tchr 37: 31 N 

Developing skill in typewriting. Phyllis A. 
Monkman. Bus Ed Forum 14: 15-16 N 

Dividing words—a few reminders. Lura 
Lynn Straub. Bus Ed Newsletter (P-H) 
6: 2-3 Fall 

An effective teaching procedure. Sister M. 
Teresa Paul. Bus Ed Forum 14: 18-19 N 

Electric typing. Marion Wood. See issues Bus 
Ed World 

Electromyographic investigations during type- 
writing. Arne Lundervold. Ergonomics 1: 
226-33 °58 

An elementary school teacher takes a look 
at typewriting. Esther Ceterski. Bus Ed 
Forum 14: 13-14 N 

The establishment and implementation of 
guiding principles for motivation in teach- 
ing of typewriting. Frank S. Strle. Univer- 
sity of North Dakota, M.A. thesis *58 

An executive secretary takes a look at type- 
writing. K. Takei. Bus Ed Forum 14: 11- 
12 N 

An experiment to compare three-minute 
timed writings with five-minute timed 
writings. Nola Shelor. Typ News 29: 6 

An experimental study of the use of motion 
picture film loops for the instruction of 
beginning typewriting. Sarah C. Stein. J 
Bus Ed 34: 263 Mr 

An experimental study using the initial 
word-level approach with sentence prac- 
tice, material in the teaching of the type- 
writer keyboard. Twila Shisler. Univer- 
sity of Wisconsin, M.S. thesis *58; N Bus 
Ed Q 28: 65-66 O 

Faster typing. George L. Hossfield and Julius 
Nelson. Rowe. 94 p $1.84 

The feasibility of predicting the results of 
five-minute efforts from the results of one- 
minute efforts in measuring typewriting 
skills. Andrew J. Gordon. Virginia Poly- 
technic Institute, M.S. thesis °58; N Bus 
Ed Q 28: 

Five universal typing questions. Alan C. 
Lloyd. Bus Tchr 36: 31 F 

Getting junior and senior high school typing 
courses in step. Alan C. Lloyd. Bus Tchr 
36: 31 Mr 

Getting more growth from timed writings. 
Alan C. Lloyd. Bus Tchr 37: 31 D-Ja 

Grade standardization for typewriting indi- 
vidualists. Jane Whelan and Bruce Shank. 
Bal Sheet 41: 116-18 N 

Graded timed writings. Mary Ellen Oli- 
verio and Harold O. Palmer. Prentice- 
Hall. 63 p $1.28 

A grading plan for typing practice sets. 
Galen Stutsman. Bal Sheet 40: 302-303 
Mr 

Gregg junior high typing. Fred S. Cook, 
Phyllis C. Morrison, J. M. Trytten, and 
Leslie J. Whale. Gregg. 224 p $3.20 

Higher rates in first-year typewriting. Gloria 
Natale. Bus Ed Forum 14: 16-17 N 

How much skill in a summer course? Fred 
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TYPEWRITING (continued) 


S. Cook and Jack Yuen. Bus Tchr 36: 31 
Ap 

Improving instruction in typewriting. Helen 
Kobus. Wayne State University, M.Ed. 
thesis *58 

Incidental learning of vocabulary in begin- 
ning typewriting classes. Wayne Murlin 
Baty. University of Southern California, 
Ed.D. thesis °58; N Bus Ed Q 28: 7-8 O 

Individualize typing students’ short timed 
writings. Dorothy H. Schwartz. Bus Ed 
World 40: 17 O 

Is your college typing course really college 
level? Ruth I. Anderson. Bus Ed News- 
letter (P-H) 2: 1 Spring 

Just your type. Maura Mara. Today’s Sec 
62: 28-29 N 

Keeping in shape—the twenty-day plan. Joan 
Sivinski. Today’s Sec 61: 20-21 Ja 

Let your typing students compete. Ethel 
Hale. Bus Ed World 39: 23-24 Je 

Let’s grade beginning typists for technique. 
Darrell V. Burras. Bus Ed World 39: 19 


My 

Let’s meet today’s challenge in the field of 
typing. Carolin M. Scott. J Bus Ed 34: 
163-64 Ja 

Let’s teach our students more than shorthand 
and typewriting! Ethel Hale. Bal Sheet 
40: 212-13 Ja 

A look at typewriting. Lawrence W. Erick- 
son. Bus Ed Forum 14: 7 N 

Make some inexpensive bookholders for each 
> your typing students. Bus Tchr 36: 30 


Pp 

A manual typewriting correction technique. 
John C. Peterson. Bus Ed Forum 13: 20 F 

Mechanics and a mechanical suggestion. Wil- 
liam J. Chapaitis. Bal Sheet 40: 432 My 

Methods and problems of teaching typewrit- 
ing in junior high school. Halina Callahan. 
Wayne State University, M.Ed. thesis ’58 

Mice, a maze, and a moral. Leonard J. West. 
Bus Educ 1: 4-6 Spring 

Motivating accuracy in typewriting. I. Wil- 
liam Elenko. J Bus Ed 35: 21-22 O 

Motivation in the typewriting classroom. Jim 
Deitz. Bus Ed Forum 14: 14-15 N 

The necessity for make-up work in typing. 
Dolores Kay Kominski. Typ News 29: 1, 
3 

A nine-year-old learns to type. Helen Cheney. 
Systems for Ed 5: 6-7 My-Je 

An objective, comprehensive plan for evalua- 
tion in beginning typing. Grady N. Kim- 
brell. Typ News 29: 4 

Open door for learning. Helen R. Johnson. 
Jun Col J 30: 40-41 S 

Open keyboard vs. closed keyboard. Mae 
Reinert. Kansas Bus Tchr 12: 16, 24 Mr 

Personal typewriting. S. J. Wanous. South- 
Western. 229 p $3.28 

Personal typing, 2nd ed. Alan C. Lloyd and 
Russell J. Hosler. Gregg. 128 p $2.96 

Personality of the teacher plays an important 
part. Marcella Mouser. Kansas Bus Tchr 
12: 11, 19 Mr 

Predicting success in typing and keyboard 
operation. John C. Flanagan and others. 
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TYPEWRITING (continued) 


yas and Guidance Journal 37: 353- 

57 Ja 

Problem solving in typewriting. Fletcher L. 
White, Jr. Typ News 29: 2-3 

Production typewriting. Jean Harpham. 
Wayne State University, M.Ed. thesis °58 

Production typewriting—skill in action. 
Stella Pajunas Garnand. Cath Bus Ed R 
10: 42-45 Ap 

Progressive advanced typing tests. E. Dana 
Gibson and LeRoy A. Pemberton. Brown. 
104 p $2 

The quality approach to typing. Margaret S. 
Roberts and William Calder. Bus Ed 
bya 39: 16-19, 28 Ja; 26-30 F; 26-30 

r 

Readin’, typin’, and ‘rithmetic. John L. 
Rowe. Bus Ed World 39: 9-12 Ja; 19-21 
F; 19-22 Mr 

The relationship between personality traits 
and basic skill in typewriting. Woodie L. 
Tucker. J Bus Ed 35: 136 D 

Research on learning to type. Leonard J. 
West. North Dakota Quarterly, Autumn 
100-107 °58 

Reverse the “a” and “j” keys? Galen Stuts- 
man. J Bus Ed 34: 249-50 Mr 

A self-rating scale for typewriting teachers. 
Samuel Goldsmith. Bal Sheet 40: 218-20 


a 
Should we offer personal-use typewriting? 
_— A. Maistrovich. Bal Sheet 40: 250-51 


A ‘simplified typewriting grading plan. Sam- 
uel Goldsmith. Bus Ed World 39: 13-16 
Ap 

Some implications of modern theories of 
learning for research in typewriting. Stan- 
ley K. Fitch. J Bus Ed 35: 66-68 N 

“Spacnik” for typewriting I. Charlotte 
Gruber. Typ News 29: 1 

Speed and accuracy builder, 6th ed. Kathryn 
Garrett Holland. Rowe. 96 p $1.84 

A study of certain general education values 
of typewriting in the junior high school. 
Phyllis Caulfield Morrison. University of 
Michigan, Ph.D. thesis *58; J Bus Ed 35: 
35 O; N Bus Ed Q 28: 53 O 

A study of problems related to grading in 
typewriting. Sanford Day. Bus Ed News- 
letter 6: 5-6 A Pp 

A study of the influenc e of predictive factors 
in typing cmunaieanel and nonsense mate- 
rials. Barbara Owens Cooper. University 
of Southern California, M.S. thesis °58 

A study of the readability level of typewrit- 
ing textbooks. Marshall Clark. University 
of Southern California, M.S. thesis 58 
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in typewriting. Dorothy K. Okamoto. Uni- 
versity of Southern California, M.S. thesis 
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A survey of the use of shorthand and 
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VAN VOORHIS, Robert H. 
Collegiate education in accounting. Coll N & 
V 13: 15-22 D 
VAN WAGENEN, Rulon C. 
Business education at the junior college level. 
Am Voc J 34: 24-25 D 
Need for distributive education in the high 
school. H Sch J 42: 189-93 Mr 
VAUGHN, Lowell A 
We give office-machines students two grades. 
Bus Ed World 40: 18-19 O 
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Business education in European countries. 
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WAGNER, Henry 
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WAGONER, George A. 
Are you promoting secretarial competence? 
Office Exec 34: 30 D 
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Wayne State University, M.Ed. thesis ’58 
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Principles for administering the clerical pro- 
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Office duplicating. Bus Ed Forum 13: 26 Mr 
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WANOUS, Edward E. 
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WEILER, Jerome T. 
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WEIMER, Arthur M. 
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Automation and the future of business edu- 
cation. Bus Educ 2: 10-11 Fall 
sa high-speed myth in shorthand. Bus Educ 
1: 6-7 Winter 
WITHEROW, Mary 
Crisis in , ee typing. Bus Ed World 
40: 5, 9 
Help, help, help! Bal Sheet 41: 155, 190 D 
Let’s de-emphasize individual achievement. 
Bus Ed World 40: 3-4 N 
No problems. Bus Ed World 39: 8-9 My 
Turn insecurity into certainty. Bus Ed World 
40: 9, 11 O 
WOHLGEMUTH, Carl D. 
A study of residential mobility. Fresno State 
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WOODWARD, Robert 
See Richards, William A. 
WOODWARD, Theodore 
Administering business education in colleges 
for teacher education—noncurricular prob- 
lems. N Bus Ed Q 27: 9-12, 16 My 
WORK experience 
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Let’s teach savings and investments as a 
eae course. Bus Ed World 40: 20-22 


YEARGAN, Gorden 
Students need business education. 
Bus Tchr 13: 4 D 
YERIAN, Theodore 
Business education across the nation. See 
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Selection of the content of a collegiate course 
in insurance. New York University, Ed.D. 
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ZOUBEK, Charles E. (continued) 
Why’s and wherefore’s of shorthand theory. 
Bus Tchr 36: 23 F; 21 Mr; 21 Ap 
and Morris Rifkin 
Gregg reporting shortcuts, 2nd ed. Gregg. 
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